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OFFICE MANUAL 

OF 

le Amntant-General, Fgijal). 

Note.— T he references made in this pablication bo the Civil A.ccoant Code, Yolnmes 
T, are to the 7th Edition, and 11 are to the Gth Edition, those to the Civil Service Kegnlations 
are to the 4th Edition and those to the Office Hann\I are to the 8rd Edition 

CHAPTER 1 -GENERAL PROCEDURE. 

Constitution of the office. 

1. — The office is ordinarily composed of &k Gazetted Officers, 
namdy, the Accountant-General, the Deputy Accountant-General, thive 
Assistants to the Accountant-GenoraJl and the bluet buperintendect. 
These Officers control the woib of 16 Superintendents and Members of 
the Subordinate Account Service, and of 152 members of the Clerical 
Staf. The permanent sanctioned establishment^ is, therefore, composed 
of 168 men of all ranks, who are distributed fobows among the 
different Departments of the office ^ 

General Department ... ... ^ ^ 

Becord Department • •V It* * 

Treasury Account Department 72 

Gazetted-andit and Fre-andit Depaitmente 19^ 

Pension Department 7 

Besonrce Department ... 2 

Budget Department , 8 

Compilation Department 25 

Forest Branch «.? ... ... ..i 5 ^ 

Beserve *11 •*» ••• ^ »»• ••• ® #•» 12 * 

- Total ... 168 

• • 

2. — In addition to the above permanent establishment 8 apprentice«i are 
employed, and attached to vartbus sections of the office for training. 
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3. -The menial staff consists of 2 Book-binders and 5 Daftries. 2 
Record -suppliers, 1 Jaraad^r, 2 hardeners, 24 Peons (of whom one i» 
efi'^ct^^ned iill a new hnildhisr is provided! 8 Farflslie*®, 2 Chowkiddrs, 1 Bhisty 
d 4 weepers ^one of whom is sanctioned till a new building is provided). 
In addition ro these, .a Peon may be temporarily entertained whenever a 
Probationer is attached to the ofBce. [©• 1., (ind 0., No» 650, dated 16th 
February 1891, — Case 0. (?, 48 of 1889.] 

Distribut-on of work among Gazetted Officers ® 

4.— The distribution of the work of the office is ordinarily as follows 

Accouniant^Oen€rah---QeneTBl, Eecord, Eesource, Compilation and 

Budget, except routine matters. 

Deputy Accoimtant-GeneiaL^Troemry Accounts. 

I Assistant Accountant- Geoie^ciL^Csizeited-mdit and Pro-audit. 


JI 

Do. 

do. 

do. 

Pension Audit and Pension Report 
and Compilation Eoutinc. 

III 

Do. 

do. 

do. 

Currency and Forest. 


Chief Super inf ondenf.---^outim Eeoord, General, Eesonrce and 

Budget. 

Rules for admission of Apprentices, 

5» — The following rules for the admission, &o., of Apprentices have been 
sanctioned by Oomptroller-Geneial as a tentative measure subject to trial 
for three years ; aud in giving practical effect to them, endeavour will be made 
to maintain a fair proportion between the various castes aud creeds and to 
pro^jpii-t a monopoly of the appointiaents by any particular class of persons • 

# (1). Th^ clerical service is recruited ordinarily by the enlistment of Ap- 

preniices^selected by means of a competitive examination restricted to nomi- 
nated candidates not less in number than three times the number of Apprentices 
required, r ^ 


The examination will be in the ^following subjects 


1 . 

2 . 

's. 


Dictation 


Number of marks. 
100 


Arithmetic 

English Composition as tested by an essay on 
a given subject ... 


250 

200 


4 . Hand-writing as exhibited in the essay 
written 


50 



Chip. I.] 


GUOiBAL PBOCEDTJBE. 


8 


# 


(2). No one whose age exceeds 24 years or who has not passed the En- 
trance Examination or other corresponding examinations of an Indian University 
©r the Government High iSchool Examination will bo admitted to this examina- 
tion, but special exemptions from this i ule may be permitted under the orders of 
tlie Comptroller-General to suit local requirements. Candidates will be required 
to produce certificates of good moral character signed by two well-known 
persons. If it is found necessary any where to limit the number of candidates 
a fee may be demanded from each nhichisto bo credited to Government 
and not to be refunded. 

(8). The examination will be hold from time to time as necessity 
arises, a month’s previous notice being given by moans of advertisements 
ill such newspapers as are considered suitable for tlio purpose by the 
Accountant-General or Comptrollers concerned. I'ho advertisements should 
state the number of candidates to be taken. 

(4) . No one who obtains less than 50 percent, of the mai‘ks in the 

aggi’egate and in arithmetic Hiid hand-writing and 40 per cent, in the other 
subjects will be considered to be qualified for an appointment. The candidates 
who stand highest will be selected and will begin as Apprentices on an allowance 
of Ks. 20 each for the actual number of working days including gazetted holidays 
and Sundays. They will, subject to the conditions imposed in Rule 5, be 
appointed to the lowest grade of clerks as vacancies occur in order of seniority, 
provided they have given satisfaction as Apprentices. # • 

• 

(5) . Not loss than three-fourths of tie -^hcancies will. bo ^lled up by tlie 

promotion of Apprentices recruited as .above described. .Tho ramsHnSer 
may be filled up first by the selection of a few typisttS not oxc&ding'the, 
number of type- writing machines used in tho*ofBco; sgcoiidly, by,men of 
specially high educational attainments apd likely to become nsefnl Sup- 
crintendonts j and, thirdly, by tbo appointment of.Europcaus, Eurasians, 
Mahomodans and others for whom a general competitive examination is 
not quite suitable. The appomtments ift all these cases ‘will he on pro- 
bation for 6 months or a year as the Accountant Gtneial n^py decide in 
each case. The typists should bo selected by means of a competitive examina- 
tion after suitable notice. The examination should consfst of the type-w^ting 
of a pieco of manuscript containing a few typographical errors and Emis- 
sions. Mai-ks win he given for speed as woU as for iulolligence displayed 
in copying. * 

Koii!.— On admisMon an Approntico is lequired to produce a healtli oertilioato from 
t lie n?il Surgeon, Lahore, to shoTwtliat le i» in a fit »tate of Loaltn to be admitted, 
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Training of Apprentices. 

6. — An Apprentice sliould spend at least tliree montlis in eaoli of tte 
important sections; but not more than three months at onetime in each before 
he is confirmed. He also should be examined in his knowledge of ordinary 
audit and account rules and practice before confirmation. 

7. — The Chief Superiirtendent should beep a register of Apprentices 
showing their distribution, and should keep a recot d, in tabular form, say 24 
columns to cover a maximum of two years, to show what sections an Apprentice 
has been in ; and the Superintendent of each Section should see that his Appren- 
tices are really taught : they should he given Oodi s and M annals to read : and 
neveremployed on merely mechanical work such as copying, letter clerk's work* 
mere posting and totalling: they should know how to do these things, but not be 
kept at it, if it can possibly be avoided, and it must be distinctly understood that 
in future, the Apprentice is not an addition to the strength of a Section to make 
up for men on leave, etc. 

8. — The register of employment of Apprentices should be submitted for 
the Accountaut-Generars inspection onco a month. Space will be given in 
each lino, for the csuporiiitenduiit under whom each Apprentice is employed to 
record at least onco every two moiiLhs his opinion of his character, and to state 
that attention is being given to the proper instruction of the Apprentice in the 
Section’s work^ 'fo effect tliis instruction, Apprentices should ordinarily be 
detailed to the special care«and suj)ervision of a selected auditor or trained 
assistant of like standing and should always bo under the special notice of the 
hCad*of*tho Section. 

e.---Prohicftion of Appr<Snticos to the 6th class of Clorks on Rs. 20 a month 
will be made according to merit a§ evidenced by the Office Entrance Examina- 
tion : provided (1) the .fiipprentico has given entire satisfacticii in the discharge 
of the work on which ho has been employed, (2) has attended office regularly, 
and (3) has prc^duced the health certificate proscribed in Articles 49 and 50 
of tho Oivil^SciwicuEegulations and satisfied the conditions in paragi’aphs 6 to 
8 above. Pcrmanoiit promotions to the higher classes of Clorks will bo made 
by ^election, the besf iiualified Clerk beiutf chosen, and of two equally qualified 
the Senior in oflicetraiik, 

lO.-Tke servioeb of aiiy ApproutlJe who, after a fail- trial, docs noi 
6iio'” sufiSoient aptitude for the work, or who fails to comply with the rules and 
regubitious of the office, will be dispensed with. 
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OfHce Attendance. 

IL— The hours of attendance at office are from 10 a.m. to4-15 p.m. 
Those are the ordinary hours, but when there are arrears or when pres- 
sure of work arises, Superintendents and Assistants in charge of Sections 
are empowered to require the attendance of their subordinates until 5 p.m. 

If the Superintendent considers that there is reason for requiring a Clerk to 
remain in office later than 5 p.m., or to be present before 10 a.m., he 
should report the matter for the orders of the G-azetted Officer in charge 
of the Department. Those only who hive no arrears can be allowed a holiday 
on the last Saturday. 

12. — All Assistants are expected to be in their places punctually at 
10 A.M. No Clerk should leave office during tho day without the per- 
mission of his Superintendent, nor should a Superintendent without the 
sanction of his Gazetted Officer, but a quarter of an hour may bo taken 
for luncheon at 1 o’clock. 

18. — An Attendance Register has been pr* scribed for each branch of 
the office. As each person arrives at office, he should note tho time of 
his arrival in the Attendance Register of Iris Department and then com- 
incnce work. At 10- 10 a.m. the Register should be initialled by Superin- 
tondeuts and laid before the Gazetted Officer in charge, except in tho case 
of the Registers of the Departments directly controlled by tho Accountant- 
General, the Registers of which will be submitted to the Chief Supeiniiteii- 
dent together with those belonging to Iris own Sections. .Anyone arriving 
after this time will go into the room «f the Gazojited* Officer concerned 
and note the time of his arrival there. ^All oases of mipunotuality wijl bo 
taken into account and noted in a Register of Laje Attendaijce jies^ribed 
below. Once a month (say the first week) thp General Clerk should submit 
to the Accountant-General, through tho Chief Superirftendeiit, the Register 
of Late Attendance wiitten up for the previous month for inspection. 

Late Attendance Register. 

14.~At the close of a calendar year the register will be totalled. The 
total number of latos ” against each person will bo divided by 3 Slid the number 
thus arrived at excluding fractions will be debited his name in tho 

casual leave register for that ;rear. If this added to theJbuSnber 

of casual leave taken by him during the year exceeds 12 the balance of 
days will be debited against his name in casual leave register for the 
following calendar year to reduce the number (jE days admissible as casual* 
leave for that year. 
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Report by overhaul. 

15. — Each Supormtendent should eveiy fortmight before leaving oflSce see 
that everything in his fcjection is in order. As far as possible Assistants should 
havo nothing with them but papera actually iu use. Immediately a tile 
has been finished with, it should bo returned to llie Record Depart- 
ment and a receipt for it taken. Superintendents should overhaul the 
papers on their Assistants’ tables, racks, stools, pigeon-holes, di'awors, 
etc., to see that notldng eseapes disposal The result of each inspec- 
tion should be submitted to the Gazetted OflBcer in charge on the day following 
the date of inspection. Order, neatness and system is taken into considera- 
tion in deciding on merits for promotion or the grant of increment. 


Prohibition to taking vouchers, etc., to homes by Assistants. 

documents, whether vouchors, bills or letters, and no books or 
registers should bo taken by Assistants to their homes on the plea of desiring 
to examine Biid dispose of thorn at their houses or on any other pretext whatt 
ever. The work of each Assistant, by the large addition to the office 
establishment, has been consido rably reduced and lightened. It is now 
possible for an Assistant by steady work without frittering away time by 
too frequent visits to tiffin rooms or otherwise to complete hie work during 
office hours and when necessity arises by sitting late or coming earlier to 
dispose of the work in office. Any Assistant infringing these orders will 
bo severely dealt with. These orders do not apply to Superintendents and 
Clprks in charge^ of Sections. 


» H oiidays. 

/SI “®“^^®''^dum will be sept to the Accountant-General through the 

Olucr. &upci-mtcudeut .and olhex- Gazetted Officers by the Gonorai Clerk 

ofle day beforo the oocun-cnco,.f any holiday in accordance with tho folio W 
oruora by*llio Guvornincut of India. ° 

w- .****"*-»...,, 

first hro dass* are (1) tlore by SecHon 23 of Ih. 

astrumoute iot 18.1 (XXVI ol 1881) aafi (2, ftose fioolmod L til 

jooMUjlalreoa«m.Govc..om.at office oilior m “of^ 
Government servants or m respect of the class who observe the fair or f ? 1 
,ou account of which tho holida'y is announced. Lastly thoro / 
repoial holidays, such as tho Sipi Fair day or Ho Iss. Sattday of a' 
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(8). The. general rule in respect of the 6i‘st two classes of holidays men- 
tioned above should be to close an office entirely, subject to the conditions 
(1) that a holiday notified under the Act may be stopped in the case of any 
individual guilty of idleness or inattention to duty unless the day in 
question is deemed specially sacred by the members of the religion which 
the ofEeiider professes and (2) that very urgent work may he required 
on a holiday provided that a man who has to attend on a holiday shall 
get another one in its place, and that, if possible, a man of the religious 
persuasion who observes the holiday shall not be called upon to work 
on it. In the case of holidays given on account of a local fair such 
as the Sipi Fair, or on the last Saturday of the month on the ground 
that the state of the work permits of a holiday, all establishments should 
be allowed, subject to the conditions laid down in the case of holidays under 
the Negotiable Instruments Act, to take full advantage of the holiday. 

(4), On holidays announced by the Local Government, the general rule 
should be to close an office only where the absence of the persons on whoso 
behalf the holiday is given will prevent the work of the office from being 
properly done. To this rule an exception should be made in respect of 
the Christian holidays which should, if possible, be granted to all estab- 
lishments, whatever their race or creed. [Office Memo» No, 5412 — G, 
Home Department f PnhUc^ dated SOth September 1901— 'Cuse G, P. 23 
of 1901.] 


Casual LeaviiS. 

« 

18.— In addition to tlie leave admissible under the Civil Service Ref- 
lations, casual leave not exceeding twelve days including Sflndays and holidays^ 
occnrriiig during the period of casual leave iif each Q^en^f year may 
be granted by the Gazetted OflBcer in oJintge of the Department to any 
Superintendent or Assistant, Holidays at the heginiyng and end of casual 
leave need not he counted as casual leave j hut there is a very fpreat ten- 
dency to apply for casual leave with the iiltention of taoking^on holidays, and 
snob applications must be carefully scrutinised. In all applioat^ns for such 
leave the holiday should be distinctly specified by the applicant hinasdf. 
A Register of the casual leave enjoyed by each Assist ant 'during the oal^dar 
year is maintained in the General Department whose «ertificate shdWing 
the admissibility of the leave should invariably be taken on the printed form 
of application before the leave is applied foT- or sanctioned. The General 
Clerk should at the end of the mouth check this Register with the At- 
tendance Books of the different Sections. 
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19. — All applications for casual leaTe except in cases where the necessity 
for leave cannot bo possibly foreseen should be submitted so as to reach 
the Gazetted Officer two clear days at least before the leave is requii*ed. 
Failure to do this may entail refusal of leave. 

20. — Absence from office without leave renders the person liable to 
dismissal, except when the cause is sudden illness or unforeseen circum- 
stances of a pressing nature. The reason of absence should be communicated 
at once, and if it is due to illness a medical certificate should, lE the Gazetted 
Officer so direct, be produced. 

Leave other than Casual. 

21. — Leave to Assistants for a period not exceeding one mouth may be 
sanctioned by the Gazetted Officer in charge, provided the necessary 
arrangements can be made for the conduct of the applicant's work within 
the Department. The Deputy Accountant-General may sanction leave to 
members of his Department up to three months under the same couditioii. 
All other cases require the orders of the Accountant-General and any re- 
aiTangenient necessary for providing for the absentee's duties should be 
submitted for liis sanction. Clerks should not be recalled from leave without 
the orders of the Accountant-General in each case. 

(a). All members of this office who take leave (not casual) ou account 
of ill health must produce a medical certificate of fitness before rejoining. 

^ (6). Applicants for leave on medical certfficate or for leave on 

medical grounds should not ordinarily leave the station until the medical 
certificate of thfeir jnedical att^dant is countersigned by the Civil 
Srw^^ou, and ^hey obtain the permission of the Accountant-General, 
unless iihe«Civil Surgson advises immediate departure. 

(c).^ Applicants for le4ve of any kind must attend office to make 
over charge of tl'eir papers, etc.,» unless prevented by infectious disease 

or certified to be unfit tu attend office. 

• 

22. — In the, case of applications for leave other than casual leave, the 
certificate showing the applicant’s title to it should be countersigned by the 
Superintend(»it of the Gazetted-audit Section. All members of this oflBce 
who take leave (not c&sual) on account of.ill health must produce a medical 

certif^ate of fitness before rejoining, 

* • 

Small-pox or other infectious disease. 

23. — All oases of the occurrence of small-pox or other infectious 
disease in the house in which a Clerk or other employ^ of the office ig 
living, tiiould be immediately reported, and he should not attend office pending 
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orders. If a person is found concealing such a case, very severe mea- 
sures will be taken, bat if, on the other hand, he promptly reports the 
matter, his absence from ofiSce will be treated with every consideration, 
casual leave bmng given as far as possible. A certificate from a Medical 
OfiBcer that there is no danger of infection will be required before the Olerk 
or other employ^ will be allowed to attend oflBce. In case of measles a Olerk 
should not attend office for 10 days after the disappearance of the rash from 
the patient. {Civil Surgeon’s No, 328, dated the IQth May 190!).— -Ceue Mis. 
14 0/ 1905-06.) 

24. — Applications for leave by the moni^ staff, except those serving 
under othm* Gazetted Officers, will be disposed of by the Chief Superintend- 
ent, who will refer the application for orders of the Accountant-General 
should circumstances arise requiring such a course. All such applications 
should be sent to the Chief 'Superintendent through the General Clerk who 
will be careful in making his proposals for leave vacancies, transfers, 
&o., to obtain the opinion of the Si'peilnteudtnrb under whciu the n*tu uic 
employed before submitting the papers to the Chief Supeiintendcnt. 

25. — Except for special reasons no extension of leave will be allowed and 
applicants must ask, in the first instance, for all the leave they require. 

Note 1, — Menial eervants may be granted casual leave for t’ 9 velve days in a year. Should 
it be thought necessary to estend this period in any special ease, the orders of the Accountant- 
General should be obtained. 

Note 2. — With a view to prevent inconvenience it has been decided that no one in this 
oflSoe shonld leave the station even on a holiday or Sunday, without obtaining the previous 
consent of his official superior— i.e , Clerks and office menials of their restJectne Snpermten- 
deuis; Superintendents and orderlies of their Gazetted Officers; and Gazetted Officers of the 
Accountant-General. ^ 

Taking over charge. 

26. — ^Every Superintendeut or Clerk when taking over chargb fSon^ 
another, even temporarily, should ascertain as W as roesible that the work 
is up to date and in order, and if such is «iot the case, he sl’ould at once 
bring the facts to the notice of his immediate superior m writing., T nless 
he does so he, as well as the person who gave over charge, will he held 
responsible for any aiTears or irregnlarities*subBequently discoveietl. 

Study for Examinations. • 

27. — In future no member of the office may study for any Examination 

other than an Examination to be hold in the office or take ^y steps towards 
obtaining or qualifying himself foi any employment outside the office without 
obtaining the previous sanction in writing of the Accountant-General. Such 
sanction will not ordinarily be given ■within five years of the date of joining 
the office. • 
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Appointments and Promotions. 

28. — An outeider’s first appointment to any grade will always be on 
probation for six months, and he may be discharged at the end of that period 
if it seems probable that he will not become an efficient Assistant. Clerks 
or Apprentices wishing to resign their appointments will ordinarily be required 
to give a month’s notice of their intention to do so or forfeit the pay or 
allowances due to than. 

29. — Promotions will be made according to the abihty and diligence 
shown by each Gerk and seniority alone will not give any claim to promotion 
whether acting or permanent, and for this purpose the Character Bolls will 
bo consulted. 


Subordinate Account Service. 

30.— Appointments to this service will be made in accordance with the 
rules on the subject contained in the Gvil Account Code, and, when desirable, 
outsiders will be appointed. Assistants on the Clerical Staff have this advan- 
tage that they can by their woi'k make their merits known to the Head of 
the Office, and this they can do by thoroughly qualifying themselves in the 
work of the office and by affording evidence of their capability to assume 
duties of a higher and more responsible character. 

Annual Increments. 

* 81,— The»General Clerk will keep an Increment Begister in which will 
be entered at tbp beginuhlg of ^h month the names of the persons to whom 
increments fall due'in that month. The Superintendent of the Pre-audit 

l§dbf!bn should' certify that the ^increments are admissible under the Civil 

# * • « 

, Service Begulations, The !^gister should then be circulated to the Depai-tment 
concerned for report as regards conduct, &o. Increment to Superintendents 
should be reported on by Gazetted Officers, and to Clerks by their Superin- 
tendents as well as Glizetted Officers. A special report on each occasion 
should be made in the register in respect of the work of men recommended 
for increment showing whether any unfavourable comments have been 
recorded. <rhe Register should be submitted to the Accountant-General by 
r.he 20th of each , month, and vhen his orders are passed the General 
01«k will prepare the necessary certificates. 

• • » 

Character Record and Confidential Report. 

• ^ 

82.— It has been directed by the Comptroller-General that a character 
roll of each Assistant in a Section should be ^maintained by each Gazetted 
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Officer in charge of a Section or Sections. The iccord of all serious faults 
and irregularities committed by each Assistant as well as any specially good 
work rendered by him should be kept in this register. Each ‘Superintendent 
and Assistant in charge of a Section is recommended to keep such a register in 
which he should note all cases of careless and untidy work^ and every entry 
should be communicated to the person concerned immediately it is placed on 
record and his initials taken in token that he is aware of the particular fault or 
faults recorded against him and so give him an opportunity to do better. 

83.— The Confidential Report on the members of the Subordinate Account 
Service for the Oomptroller-Greneral which is due on tho 5th February each 
year is only to be submitted on the piinted forms supplied by the Comptroller 
Q-eneral, and in prepaiing it the following points are to be observed .— 

(a), — Names should be uniformly spelt,* [b) each of the columns should 
be filled up independently for each subordinate reported on, 
abbreviations like ditto” never being used ; (c) the report on 
each subordinate should he separately initialled and dated; 
[d) the reason for any striking difference in the nature of a 
report on a subordinate from that for tho previous year should 
be noticed and explained; (e) in any case in which the reporting 
officer has not himself had an opportunity of judging of the 
character and work of a subordinate, tho iiamo of the officer 
on whose opinion the reprt is based may with advantage be 
given; and (/) the distinct nuiipber asSgmed by4;he Comptroller- 
General should be given against tho name of • each subordinate 
reported on. The numbers allotted by the OompfeeftUex-Geui^l 
to the members of the Subordmato Civil AcoQuiiji Service m.* 
this office will bo found in tho last copy 'of the Confidential 
Report which is in possesfaion^f the Accountant-General, 

Fines* 

34.— Under the orders of the Government of India, the prao^co of fining 
members of the clerical and ministerial e»tablishments in all Secretariat and 
other Government offices (English and Vernacular) is proliibited. The fqpns 
of punishment that ca.n be &uitably*i’05ortcd to for tho pu^ose of disolfiline 
ai-6 official reprimand, addition to wo.'k, postponement of increment of pay, 
stoppage of promotion, redaction of existing* pay, entry of misdemeanours 
in tho service book, suspension, and, in the last resort, dismissal from tho 
service of Govenimenl. * 
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85. — The above docs nut apply to the menial obtablishmenta, foi’ whom 
there is no other moans of pimibhmout for petty carolosfancss, lateness and 
idlenesSj and whoso position is very similar to that of domestic servants. 

Note,— To reduco a Olorl^’d pay for sucli a period as a montli only is a contraveiiiion of 
the aboye order* 

Petitions. 

86. — Apprentices and persons abuady employed in the office ai’e not 
allowed to present petitions for ompluymunt, promotion, &:e., as their claims 
will receive full consideration without them. 

Order Books and Government Gazettes. 

37. — Two Order Books are kept up, lettered A and B. In Order Book 
A are entered, atior approval by the Accountant-General, all orders allecting 
the loave and promotion of muinbeift of the Office establishment. In Order 
Book B are similarly entered ali ordoi*b rogulating the procedure of the office, 
the distribution of work. Tlio orders, after being signed by the Accountant- 
General, will be circulated with the proscribed form to all Gazetted Officers 
and Superintendents concerned. The books should be carefully handled as they 
are of a permanent nature and may bo refen*ed to years hence. 

Menial Staff. 

38. — The Jamadi-ir will usually bo in attendance on the Accountant- 

Goo eral. He will bo responsible for seeing that the ohowkiddrs, farashes, 
bhisties and sweepers attend to their legitimate duties, that the office is opened 
and aired early in the morning, that it is properly closed at night, that the 
peons, except the Officers’ atid Sl5poriutcndoiits^ orderlies, attend punctually, 
and any neglect of duty on tlio part of the menial staff is rej)orted 
by Mm* ti/ the Chief fciuporintendent through the General Clerk, who 
will, if necesliai!^^, onepuro into the statements made in the report before 
submitting it. ^ 

39. The General Olot'k is hold directly responsible, under iho supervision 

of the Chief Supcrintondtnt, ab regards the sanitary aiTangemcnts and ventila- 
tion. He must aiiiong other things See that all doors, windows, skylights, etc., 
are opened by^the menials in charge every morning early before office hours 
and every ovoiiing. Tliovuugh and free veiitiJation through the office should 
he setiuixd by opwiiiig up all in-ido doorb, L^ing up all chicks and 

purdalTs. Durmg office iiuiu-b also \\mdo>\s mid doors should be kept oiDcni 
so far as this can be done without iucouvenience to men working. Ifc is 
not of course intended that the Clerks should^be exposed to drafts in the cold 
weather or excessive heat in the hot w^eather. The Geneial Clerk will also see 
to the regular periodical cleaning of tlio wiiidAws and skylights and the 
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wire netting over the latter. The Chief Superintendent should also see that 
these instructions aro observed in the Guraiicy OflBoe portion of the building. 
The Greneral Clerk will also from timo to time visit the latrines and see that 
they are properly kept and report weekly in person to the Chief Superintendent. 
The latrines should bo tarred every fortnight or so and plionyle suppliorl 
to the sweepers for free use hi the latrines and urinals. In the hot 
woatbor the General Clerk will see that the pimkha and thei'niaiitidete coolies 
and bhisties aro omployed in their places, and in the cold weather that lirowot>d 
is supplied to each fire-place, but the appohitnient and (lisinihsal of these men 
will I'est with the Chief Superintendent. 

Note l.-Ovviug io a Gro which occuiTod m a Public OGicc, the Secreiaiy to Goscrruieiii, 
Punjab, in the Pnblic Works Dcpai'tmoat, directed thoattenfjon of all tJovcuiment officials 
occupying public buildings to the iioccsbity for seeing— 

(a) ihati the Growood used in Ure^placeb is cut into piucos of .duch Jzc that they will 
go well within Uio cbiinuoys; aud 

(h) that all fire-places are furnished with fendots. 

The General Clerk will be held rc&poiifaible for seeing that thofco orders are strictly carried 
out during the winter months. 

Note 2.— See P. W, D. Circular Memo. No. 421 G., dated tie Sid February iOC6, undu* 
which hand grenades and tubs of earth arc ptuvided for the office building as ii protection 
oguinst fire (case Mis. 27 of 1005 00). 

40. — When tho dAk is opened by the Chief Suporinteiideiit, the JamadAr 
will be present in tho Cb’cf Superintendent's room to assist the dAk opener 
and on such occasions the General Clerk will arrange for a chaprAsi to attend 
to tho calls of the Accountant-General. Ho will bo careful to aii’ango that 
order is kept and, lastly, will be responsible, with the chowkidAi^i, for the safety 

of the property in the godown and of the office generally. 

s • 

Service Books. * * 

43.— The Service Books of all the members of this office ^rejje^ui 
a looked alniirah in charge of the Chief Superintendent, but in accortlauco 
with Article 819 of the Civil Service Eegulations it is the fluty of evoiy Officer 
to SCO that his own Service Book is regularly kept up, except us reg’ards 
tho records of leave, suspension and interruption c5 service, and* that all 
erasures in it are properly attested. , ^ 

42. — As far as possible the Service Books should not bo given to Assistants 
as they aro liable fco be mislaid and lost. All entries to be niade by the 
Assistant concerned should be done in the General Deparfeuent and the General 
Clerk uftor tho Soiwice Books havQ been passed by tho Ohi^f Superinteiicfeui or 
Accountant-General, should lock them up in tho almirah in tho room of tho 
Chief Superintendent. * • 

48.— The General Clerk will ho responsible for keeping the Service Books, 
of the staff written np to date, for seeing that entries relating to leave, 


14 


6BNSBAL PBOOB0UBB. 


[Chap. I. 


etc., are regularly made in all Service Books in accordance with Ai*fcicl 0 821 
of the Civil Service Regnlations, and that the entiies on the opeiu'ng page of 
Service Books are renewed or re-attested at least every five yeai’s as required 
by instructions on the opening page of the Service Book, and that finger and 
thumb impressions are taken on the first page of the Seiwico Book in the 
presence of the Chief Superintendent who will attest tho fact with his 
s^nature in the Service Book. 


State Telegrams. 

44. ~As seiioub inconvenience and delay is often caused by tho 
mannei* in which telegrams aie addressed to tlio Head-quarters of Govonunent, 
the Punjab Government requests all Ofificei's to note that tdegi-aphic commnni- 
cations should be invariably addressed to “Punjab” or “Junior Punjab” 
according as they ai-e intended for the Chief or Junior Secrotaiy. 

45. — A record of telcgimns issued by this office will, before despatch, bo 
kopt by tho General Clerk in a separate i egistor to be maintained in tho 
prescribed foim vrhich should be printed and bound. 


46. — The register will be laid by the General Clerk every day befoi-c 
the Oliiof Supeiintondcnt, with tho telegraph receipts which have been i-eceivod 
sinco tho examination of the rogistoi* on tho previous day and with the 
office copies of tho tologr-ams written on the counterfoil provided with the 
tdogi-am foms. These office copies of telegrams should always bear- a 
note under tho^hand of tho Supoiintondent of the Section concerned, 
ludicatmg their classification as “Deferred,” “Ordinary” or “Urgent” 
Tho Chief Supoi-mtondont will se6 that each receipt is in or-dor, and that 
tho.v^ao.ofihc staaipsitbcars_agrqos>viththocost entered in the reoister. 
Ho vjill jhen initial thp entry in tho register and the office copies of tlie 
telegi-ams. Telegi-ains a-ocoivod inwards should bo pasted on half foolscan 
sheets before being filed in cases. This register is also initialled bv the 
Accountant-Geneial when tho contingent bill is put up for passing. 

47. -'bV confidential messages and messages sent by tho Accountant- 
General cut of office hours, tho telegraph receipts, with such detafl as the 
Accountant General may think fit to communicate, rvill be sent to tho Chief 
auporinlendont with the Accountrut-GenoraPs initials on each receipt They 
will bc,eiitei-od in the a-&gistor and thoir- coft re-imbursod to tho Acconntant- 
Gouerid through the Cliici SupLriutoud(.nl. , 


NoiE.— Tlio post cupioa ot lolegi j.iu„ bcut, oultiUo tiUo i - 

Department whiok draftHd the telegiaipe, and laid befcre thrOaeetted ty the 

f sdgnatvire shortly after the telegrams thenisehei are sent to him to ha - ooneeined for 
necessary to seed post copies of telograms despatched to station, .• , 

rale does not apply to the Rebouroc DcpaiimcKich Vi & ‘I*" 

p£ all telegram® despatched by it. > ui^contiiiue to picpaio post copies 
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Disposal of Telegrams rec'eived. 

48. — For the receipt and disposal of all telegrann received, except those 
of the Resource Branch, a register in two parts in Form " 8 (a) R. D.” will be 
maintained by the Superintendent, Record, for record of receipt, delivery 
and disposal. 

49. — All telegrams will be sent direct by the Accouni-ant'General to the 
Snperiutendent, Resource, as the majority of the telegrams relate to the 
Resource. He will beep his and send the remainder through a simple 
transit register to the Superintendent, Reoo rd, and take his acknowledge 
ment in it. The latter will immediately enter them in detail in the telegram 
register and s<‘nd the telegrams and register through an Assistant of his 
Branch to the officers concerned and after taking their initials on the 
telegrams send the register and telegrams to the Superintendent concerned 
who will sot his initials and note tlie time of receipt in the register. 
Thereafter he will be responsible for prompt disposal and note of the fact 
in the telegram register under his initials and date. 

50. — The Superintendent, Record, will daily see that “ Column of Dis- 
posal” is promptly and regularly filled in. Telegrams outstanding on the 
third day from date of receipt should be reported to the Officer concerned. 

Superintendents’ Note Books. 

61.— Superintendents and Assistants in charge of Sections should keep 
up a Note Book with an index to it, in which important orders affecting the 
working of their respective Departments, T^ch will notia^p^ in the Stand- 
ing Orders, this Manual, the Dopaitmestal Order Booksrf)f the 6. A.^d 
P. A. or T. A. Departments, as weU as all orders affeotin^ the proc6diB’e,*Btc.j 
of their Departments, should he clearly noted ‘and ciroulaffid * amcmg their 
Assistants. Superintendents and Assistant^ should invariably, on return from 
leave, makR themselves acquamted with any orderg entered in these Note 
Books passed during their absence from office. These hooks \viU *be office 
property and should be handed over by Superintendents to their successors in 
charge. Bach Note Book kept under this order should he subjahted on the 
Ist of each month for review by the Gazetted Officer in charge of the Section 
to which it belongs. • • ^ 

. 

Remarks on documents received. 

52.— No remarks or orders ^uld ever T)e written on letters or other 
documents received in the office, except by a Gazetted Officer. This does not, 
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of course, refer to saot remarks as Noted,” etc., on inward papers, or orders 
for recording them. If any Superintendent or Assistant has any remarks of 
a permanent character to make, he should write them on the prescribed fools- 
cap size order form. If it is not necessary to keep the remarks on record, 
they be written on a memo, form which should be destroyed after the 
object for which they were written has been attained. 

Note. —In the case oi XJn-official references and letters addressed to Government Heads 
of Departments through the Aecomia'nUQen&al the Eeeord Department will put on 
A, 0. No, B D, form and all office notes, oto., will he recorded on it to he the Office record 

io 

of the passage of the reference through the office. 

Responsibility for facts and figures. 

53. — 'All information prepared in the Treasury Account and other Do- 
partmenls of the OflSce tor Government or for ControUing and oGier OSBoers 
must invariably be tested and vouched for by the Superintendent or the 
Assistant in charge of the Department supplying it. This includes all facts 
and 6gures which find a place in drafts and reports, as well as regular state- 
ments or statistical returns. Superintendents are not peimitted to leave 
to their subordinates the duty of checking or bearing responsibilities for 
results which have to issue tmder the name of a Gazetted OflScer. 

Preparation, approval, etc., of drafts. 

54. — -Drafts pertaining to the Departments dii’eotly under the Accountant- 
General will be'approved by Mm, and any others wHch he may specially 
direct should be §nbniitted'to Mm^, All other drafts and returns %vill be ap- 
proved by the GazettSd Officer in charge of the Department. In cases where 
a betc hSs been made by the Aocodntant-General on a letter indinfitiTig the 
proply that is to be giW, the drafts should he submitted to him for approval 
bpfore being copied* 

55. — Drafts should be written neatly and legibly only on the form pres- 
cribed for the purpose. 'They should be divided into paragraphs wMch should 
bo numbered, a fresh pai’agrapb being devoted to anew statement or to a fresh 
argument. The subject of the lettei under reply should always bo briefly but 
clearly statdd in the opening ol the reply, unless the reply practically re- 
peats tho whole of it an an affirmative or .negative form. It is not enough to 
quotf^siniply the numljor and date. Whenever a draft is much altered, it 
should be recopied before being submitted to Gie Q azotted Officer. Superfluous 

• words snob as “ the month oj February ” « tfe sum o/Rs. 1 0, " the books of this 
office” (for our or my ‘books ’ and many more such, wHcb merely 
drafts, should be rejected. All ambiguous term?, such as " former,” “ latter,” 
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‘‘yesterday,” “to-morrow,” “tiltmio,” “pi oximo,” instant,” “current” and 
otliers, the meaning of which depends on the context, should he avoided, and 
so should also all such colloquialisms and abbreviations as “ will have to be 
done," “ he has to do,” “to do the needful,” “ don’t,” “ can’t,” &c. The 
orthography of Indian proper names, should be strictly followed ; and, lastly, 
all long notes, remarks or enquiries should never be written on drafts, but on 
separate paper, foolscap being used when the remarks, etc., are to lie pre- 
served, and the memo, forms in other oases. 

Noting in Office. 

56. - Unnecessary noting from Auditor to Examiner and from Examiner to 
Superintendent and with other similar AssUtants in other Sections should lie 
discouraged. As a rule it should not bo necessary for any ono but the Superin- 
tendent or occasionally an Examiner to note after making personally all neces- 
sary enquiries in submitting doubtful oases for ordeis of a Gazetted OflScor. 
Auditors should take verbal instructions or orders of Examiners and Exami- 
ners of Superintendents. 

Notes should never be written passing papers from one Section to another. 

57. — In addition to the instructions given above, the following points 
should be carefully observed 

(a). The description by initials, number, and year of the case, and its* 

snbiect should be entered at the top of the draft when they are 
** " 

known to the writer. Should he be unaware pf the existence of 

a case on the subject, or think that the draft should be Conned 

into a new case, he will send it with a nltemo. to the Becdrd 

keeper, who wiQ proceed as directed*m the Record iSlanqpl, and 

at once return the draft to the sender with the particulars 

of the case filled in, and direct the Ca^ Olei’k to transfer the 

case to the person concerned. 

• • 

(h). In the case of letters and other dccnnients which require a re- 
minder, the orders contained in the Rccoid Mfflnial should 
bo earned out. , • 

(c). The Department or Section of the office from Vhioh tho dr^t is 
issued should be noted by entering itb initial loiters just above 
the blank space after ^be word “No.” in the draft heading. 
The following is a list of the distinctive initials used ; no others 
qlinnld pvf»r bp ATiftnlovpd • — 
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G. D. for General Department. 

T. A. for Treasury Account Departnaent, 
T. A. Section. 

T.B. for Treasury Account Department, 
T, B Section 

T. C. for Tieasury Account Depaitment, 
T. 0. Section. 

T. D. for Treasury Account Department, 
T. D. Section. 

T. M. for Treasury Account Department, 
T. M. Section. 

S. A. for Tieasury Special Audit. 


G. A. for Gazetted -audit Department. 
P. A. for Pre-audit Tepartment. 

O. D. for Book and Compilation De- 
ment. 

B. for Budget Department. 

P. for Pension Department. 

R. for Resource Department. 

R, D. for Record Department. 

P. D. for Forest Department. 


D. for Deposit Section, 

The number will bo entered below thc««e initials by the De'^patcher, who 
wull rcfu«.e in accept any draft which doe®' not conform with 
this rule. 

(d) . Care should he taken that the number of the letter under reply 

is always distinctly quoted in the draft, 

(e) . Draftto should be wiitten, and any necessary alterations made, as 

neatly and clearly as possible. If paper has to be added, it 
should be blank loolscap. 

(/), Letters and copies of letters addi'essed io Goyerninent Officers 
should not be communicated to outsiders by means of endorse- 
ii3ent,% but they sbCmld be answered by separate letter. 

•[g). Letteis for tho Deputy Commissioners, District Judges, Treasury 

• Officer^, Civil Surgeoiib, District {superintendents of Police and 
•other Civil Qfficeis attached to tho Kaiigia, Hazdra, Ambala, 
and Jullundur Dishicts, should be addressed in the case of tho 
fiist twp districts to Nurpur and Abbottabad, and in the 
case of the other two distnots to Ambala City and Jullundur 
(Sty respectively. • 

(/i).* No reference should he made in official coirespondence to the 
Proceedings of Government or to letters published therein 
unless they have been received separately. 

(i ) , Paitftiulars of any enclosures io be sent should be carefully insert- 
ed m led ink in the space piovided for the purpose at the foot 
of the draft, alld the enclosures themselves should ordinarily 
accompany the di'aft when it is sent up to an Officer for signa- 
tiiie, and be returned and passed on with it to the Despatcher, 
vhc) will make them over with the draft to the Examiner, 
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Copying Section, to be kept witli it until the fair copy has 
been signed by the Gazetted Officer concerned. Fair copy of 
important drafts in addition to those addressed to Government 
and Comptroller-General should bo examined carefully by the 
Bxammer or Assistant Saporinrendont of the Section responsible 
for the issue of the draft before being submitted to the Gazetted 
Officer for signature, and it should ordinarily be examined and 
certified to as correct by the di’affcer himself who should affix 
his signature legibly in the left hand lower corner of the 
approved di'afts in token of its having been found correct by 
him. The Superintendent should himself make a note for the 
copying branch in the upper left hand comer of the first page 
of any drafts of which he may wish to examine the fair copy 
himsejf in .place of the Examiner or Assistant Superintendent 
concerned. When the enclosures are bulky, or cannot conveni- 
ently bo sent with the draft, the namo of the person from whom 
they are to be obtained should be noted in red ink at the foot* 
When an orginal paper is sent with the letter to bo copied as 
an enclosure, a nolo to that effect should also be made in red 
ink, e.gr,, ^^Inwai'd GX, No. 3172 to copy,*^ or ^‘Outward 
No*..£i£- to copy.’^ 

(;). The Government of India should not be addressed without tha 
special permission of the Accountant-General. If an Offices* 
thinks that some matter should be referred to it, he should 
put up a note on the subject, and ther Accountant-General 
will then determine whether it is necessary to add leissjile 
Government of India, or not. Eeferefices to the Gov^in- 
meat of India sliould be as fe\f as possible and slu^nld only 
be made wlien absolutely aecessary. 

• 

[k). Supuiiutouduntb and AssistiUiis m of Dopai'lmontb 

bUould, as a rulo, coiiduct*all tlio imporlauC correspondence 
of their Sections. Letter’s to (jiovernmeut, the^ComptroHer- 
G-eneral and other high authorities should also be ordinarily 
dratted by them, unless they are on merely i-outine mattjprs. 

(t). Copies of Goveiifinent letters, especially* of Government of 

India letters, shotvld not be forwaided as enclosures, as 

• • 

it is seldom necessary to do so and in many cases very 
uudebiraUc. 
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In tlio oaso of di-afts prepared for tho Punjab Govorninenfc, the follow- 
ing instructions sliould also bo strictly ob‘=erve(i:— 

(I). The name as well as tlie designation of tlio Secretaiy to wliom 
the letter is addressed should be stated at the top of each 
draft to admit of the same being entered in the fair copy. 

(II). The paragraphs of the letter should be numbered, and when 
there are more than eight paragraphs, a brief abstract of 
each paragi'aph should be given in the margin. 

(III) . In submitting questions for orders, any previous correspoud- 

enco that may have taken place on the same subject, should 
’ bo quoted by number and date, and when a rofoioiice is made 

to any previous letter or to any numbered paragraph of a 
previous let i or, the substance of such letter or paragraph 
should bo brielly stated. In short, every letter should, as 
far a*^ possible, bo made intelligible and complete in itself 
and should not need for an elucidation of its meaning 
reference to another document. Original correspondence 
should be foi warded whenever this can bo done without 
iuconvonieiico and its return requested; but unnecessary 
enclosures should not bo submitted. 

(IV) . All tabular statements should be numbered from loft to right 

and when a statement has subordinate headings, the number- 
ing of the columns should run along through the subordinate 
■ headings. When a statement with side columns runs over 
.a numbbr of gidumns, the side entries should also be 
uunTbered at tlie begimiing and the numbering should be 
• repeated at the end of the statement. 

^V)^. To enable the Examiner, Copying Section, to fill up correctly 
the docket foim which is to accompany cveiy letter to the 
Piiiijalj Govennrteiit, tlio Supcrintoiidont of the Section to 
which •tlic draft appoi tains should see that the following 
^iriibrination is supplied either by an Ofiice Note on the 
margin ef the diaft or by a separate slip of paper attached 
to it, be^»re the draft is sent to bo copied, viz,, (1) the 
Degariiiicnt of the Secretariat from which the letter replied 
U) was issued, (2) the sub-head, (3) the file number, and (4) 
afi abstract of the draft. The particulars for filling up (1) to 
(3) will be found in tho Government letter itself, and the 
abstract of the dm^t should be as brief as is consistent with 
a clear statement of the subject of tho letter, and it should 
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invariably contain a reference to tho letter replied to by 
quotation of its number and date, 

58. — Drafts should bo sent up to OflScers complete with the oases to 
which they belong, except when the subject is so clear that no previous 
correspondence at all appears necessary, or when it may be manifestly more 
convenient to send up only three or four papers and not the whole case. 
When such is the case, the thiee or four papers sent up must be put up into 
a separate eiivelopn and securely tied to tho file. If the drafts arc passed 
before 4 o’clock, tlio ca&cs or papers will bo icurned by tlicr Gazetted 
Officers with tlie drafts to tlio Supoiintendeiit or Assistant in charge of tho 
Dopaitinont and will be scut, by him to tho Dospatcher up lo 4 o’clock. 
Drafts which aie not returned by 4 o’clock must bo kept Ijy tho Officers 
concornod, but tho Suporintondout or Assistant in whoso name they stand 
should remember that lie is responsible for the case, and for any unusual 
delay that may occur in its disposal. A similar rule applies to tho case of a 
Gazetted Officer sending a case which stands in bis name to a subordinate 
to obtain some information. 

59. — On the day before the office closes for one or more holidays, no 

drafts will bo made over to the Dospatcher after one o’clock. All such 
drafts as arc passed, however, on tho last day after 1 o’clock should be 
an-angodfor in tho sections concornod to have them fair copied, signed 
by Gazetted Officers and despatched on tlie last working day before office 
closes, the Superintendents of Sections being responsible to personally see 
that they are so despatched. ^ 

60. -- When a draft is returned to the -Superintendent b.3 should re-afllx 
his initials and date to it to show that he has seen it ^and has no further 
remarks to make. If he wishes to offer any remarks, he should dg so u^on* 
a separate paper. When tho draft is finally p^bssed, the person conducting* 
tho case should forward it to the Dcspatcher taking hts receipt for it in a 
Traiibiti Eegistcr, in which the date and time of dclivoiy should bo noted. Thu 
Dospatcher should decline to receive a draft whicli* docs nut fuUy comply 
with this rule. If any drafts or papers, faubniittod for orders remain with a 
Gazetted Officer for more than three days, the Superintendent concenied should 
submit a memo, reminding him of them and will bo held respoiftiblo for any 
delay if lic» omits to do so, as stated in paragraph 68 above. 

m 

Signature to documents and retrenchment slips. ' 

61. — All letters and statements refeiTed to in the CivilAccount Code, Article 
1690, will bo signed by tbe Acconutaut-Genei'a], or, in liis absence, by the 
Deputy Accountant-General for him. 
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62.~Oi'diiiaiiy letters will be signed by Gazetted Officers under tbeir own 
desiguatioiitij. 

63 —All letters and statements for the Government of India and Comp- 
troller-General will be signed by tho Accountant-General; and all communica- 
tions to the Local Government will be so signed. 

04.— Commuuicationb to the following authorities will also be signed by th6 
Accountant-General; unless they are of a purely routine nature 

(1) . Secretaries to any Government. 

(2) . 'I’he higher Military authorities. 

(3) . Commissioners. 

(4) . Chief Court. 

(5) . Financial Commissioners, 

(6) , Other A ccoiiutant s-G oneral. 

(7) . Hoads of Departments under the Government of India. 

(8) . Ditto ditto oihor Governments than the Punjab. 

(9) . Political Agents. 

(10). Private Secretary to the Lioutenant-Govenior, 

Also ail lotlors— (ij conveying censure or disapproval ; 

(n) laying down a general principle ; 

(iii) altering an existing practice ; 

(iv) affecting porsomd matters in dispute, such as pay 

leave, &c. ; 

^ (v) conveying a final decision on an appeal from the ruling 

of au Officer of this office. 

Deductions and disallowances should not bo made on claims from 
the IblTowing offices without the Accountant-Cienerars saner ion, and all 
^commiinicationh maUiiig such deductions should be signed by him. Ordi- 
nary retroDclimeiit ^-lips shoiikl not bo sent to these officers : — 

(1) . Government Secretufim. 

( 2 ) . Chief Court. 

1 3) . Financial CoiamisSiOi «^r. 

(4) . Com missiuiicrs . 

(3) , r Private Secretary to Litutuxaiii-Governur, 

. Uopicb and return* of documenle. 

(jo. — C opies 6t i'ccurcb m the office wfil not bo granted to wy one except 
by special order oi the Accountant-General. The word " Copy should 
bo writilen in a bold hand at the top of all copies. With regard to copies 
oIUoYornmcntloltorA; see para. 57 (e} above. 
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66. — True copies, which should be prepared only on the prescribed fonns 
will be signed by the Superintendent, Record and Copying Branch, but copies 
to be submitted to the Grovemment of India and the OoinptroUer-Qeneral 
win be attested by the Chief Superintendent. 

67. — The designation of the Officer to whom the copy is to be sent should 
be written in the left hand lower corner of the last page of the copy. 

Information to outsiders 

68. — No information with regard to office matters should be given to any 
one outside the office by any Superintendent or Clerk without the peni>ission 
of a Gazetted Officer, 

Return of documents. 

69. — As a general rule, documents once received in this office should never 
be allowed to leave it, and treasury vouchers should not l)e returned unless 
it is absolutely necessary to do so for audit purposes. IF it is necessary to 
return an origiiul document, the sanction of the Gazetted Officer in charge 
of the Department should be obtained. 

Circulation, transfer, & q ., of documents. 

70. — All documents received in the office containing a general ruling or 
anything of interest, as also the Gove7oimeut Gazettes^ Site circulated to 
Gazetted OflBcers and to all others concerned with printed forms of circu- 
lation memo. No delay should be allowed to occur iu passing them from one 
Officer to another, and the General Clerk should bo particularly careful to see 
before filing the papers, that all the Officers concerned have initialled the memo. 

71. — It frequently happens that letter^ concern two or three Depart- 
ments. In these cases the Departments which should talie action or note their 
contents are invariably entered on them at the time of receipt^ hut** s'Ome 
Superintendents have occasionally omitted to J-ransfer sucli d^ocuments to 
the other Departments, the consequence being that papers already in the 
office have been called for, or conflicting festructions issued. The Superin- 
tendent in charge of the Section to which the letter is delivered injjhe first 
instance, will be held personally responsible in futui*e for takjng measures to 
ensure that after the necessary action has been taken by his Department, the 
letter is immediately transferred to the second Department mentioned on it. 
The Superintendent of the second Department will similarly be answerable 
if the letter is not passed on as soon as possible to the third Department, if 
necessary, and so on until all the iDepartmeiits concorned Have seen it. 

Note 1. When a doonment is from one Dsjjarfement to another the Snprintend- * 

ont of tbe Beceirmg Department should at once put up the document before his Gazetted 
OMcer unless the latter has already initialled the document in token of his having seen it. 

Note 2. -When a such document is received into one Section from another that docu- 
xnent should be at nee entered in the Sectional diary and the date entered in the receipt 
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72.— No paper or document should be transferred by any Clerk from his 
own Department to another. If he considers that it should be so trans- 
ferred, he will refer the matter to his Superintendent, and the Superintend- 
ent of the first Department win after taking consent in doubtful oases transfer 
the paper (if he thinks proper) to the Superintendent of the second Depart- 
ment, taking a receipt for it in the last column of the register. He will be 
responsible for making the necessary entry in the register of the other 
Section, All the entries in both registers should bear the initials of the 
clerks making over and receiving charge as well as the dates. Doubtful 
or disputed cases will be decided by the Chief Superintendent or by the 
Gazetted Officer in charge of the Department. 

78.— One Dopartoiont of the office should not take action on instructions 
communicated by anothei' Department, unless such instructions are 
passed by the Gazetted Officer in charge, and when a draft concerns Sections 
under different Gazetted Officers, care should be taken that each Superin- 
tendent and Gazetted Officer pass the part relating to his Section. 

74. — The Assistant who makes a promise in a letter or statement ; for in- 
stance, that a sum will be adjusted in a certain account; or that certain 
papers will be forwarded, should see that the necessary action is taken in 
time, or that the office to which the promise was made is informed as to 
what provents its due fulfilment. 

Very Urgent and Urgent ’’ cases and condition of files. 

- 75.-" When it is necessary for any reason that a letter should be re- 

plied to on the same day it will be marked " Very Urgent with a label by 
the Aoooiintant-G'eneral or the (xazetted Officer in charge of the Depart- 
mcuifc conducting ^the cases. Thi^ applies to letters intended to catch a 
partfoular fraio or steamer, oases where a person is waiting, letters on really 
urgent Eosonfeo' matters, or ^diero the Government of India, Lc»cal Govern- 
ment or the Comptroller-General rofl[uire& an answer by return of post, 

76. — When it is necessary that the answer should go out the next day, 
or when It is overdue, or a reminder has been received, the letters should 
be marked “ Urgent ” with a lab'el l)oth for the Record Department for 
very early registration and delivery to the Section conceimed and for the 
latter for disposal iminodintely. All “ Very Urgent^’ and “ Urgent ” cases 
shoulcj^ be disposed of first, and then Ordinary cases in order of receipt. 
All replies to the Government of India and ^ the Comptroller-General should 
ordinarily be marked Urgent No Officer below the rank of a Superin- 
tendeni, unless he is in charge of a Section, should attach one of those 
labels to any letter or return. 

77. — If for any reason a letter or returinnarked Very Urgent’^ or 
Urgent ” cannot be disposed of within the time above referred to, the matter 
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should be represented in writing to the Gazetted Officer in charge of the 
Department, and his orders obtained. Unless sanction has been given to an 
extension of the time fixed, the Superintendent will be held personally 
answerable for any delay that may occur. 

78. — Ordinarily Very Urgent^* and " Urgent documents should be 
made over to the Copying Department before 8 p. m. daily. The fact of 
delivery of such documents to that Department will not relieve the Depart- 
ments by which they were delivered for any delay that may result. It is 
their business to see that the documents are fair copied and despatched in 
time, or to give timely notice to the Gazetted Officer by whose Department 
the case was conducted, to enable him to make arrangements to have it 
fair copied at once by the Copying Section, or failing this to have the 
work done in his own Department, 

79. — AU cases in which orders have to be passed or question of Gazetted 
Officers answered, as well as all orders or remarks which are intended to bo 
preserved with the files for future reference, should be written only on the 
foolscap size order form prescribed for the purpose. The Case Clerk will 
before filing a case, bring to the notice of the Chief Superintendent the name 
of any person who transgresses this rule or returns his papers to the Eooord 
Department in a tom, soiled or irregularly filed condition. 

Departmental Receipt Books, Lists of Arrears and Progress 

Registers. 

80. — As each Department or Section receives its daily d&k from the Record 
Department with the first 7 columns filled up in the Departmental or Sectional 
Diary the subject of each letter should be Sntered. in the^ subject column by 
the Assistant who receives tbe letters which should be distributed to the.A^ist 
ants concerned under the Superintendent's orders. In respect of docuIne^^ls 
received from other branches of the office all columns of the uegister should 
be completed by the Section receiving them. The fact of ‘disposal of’letters 
should be noted in the Diary with the Superintendents initials, and, in case of 
reply sent out, the number and date of letter forwarding* reply shall be noted. 

Note.— All letters received in any Section of tho Jreasury Account Department contain- 
ing any matter of importance or a general ruling or principle, should he submitted to the 
Deputy Accountant-General for orders as to what action should be taken. 

81. — Every Monday morning each Department except the tension (fot^ 
Pension see further) will prepare froin this Register in fhe prescribed &nn 
the report on the unanswered corfespondeiice including , both letters vand 
half margins received back with replies endorsed. This report is intended 
to show all letters, etc., received ufJ to the Saturday of the 2nd preceding 
week, i.e., for example, all letters leceived up to Saturday, the 7th April 
1906, and not disposed of by the 14th April 1906, must be shown m 
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report drawp pp on Monday^ tlie 16tli April 1906i Tba List for tbe week 
onder report should start with an abstract in totals thus 

Letter. H. Margin. 


(1) . Last week’s outstanding balance ..0 0 

(2) . Add total receivcddcring the week 0 0 


etc., logisteis. 

Total ..0 0 

(8). Deduct disposed of duiing the 0 0 

week supcpeding that under report, — 

(4). Outstanding Balance ... 0 X 0 


The balance X should be analysed aud shown thus : — 

(A) Letters and Halt Margius older 

than the week under report ... 0 

(B) Do. of the week under report ... 0 

Details of A and of such only of B as according to the office date stamps 
are older than the week under report received from other Sections during 
the week under report, should be given and an explanation furnished of the 
delay in disposal. 

82. — ^To this should be appended a certificate by the Superintendent 
in the following terms 

“ Certided U at I have personally carefully gone through my Sectional 
Diary Register and sem the letters outstanding at present in the hands of 
my assistants and am satitfied that fer the arrears ihown above the Seolion 
is not to blame.” 

A Section of the Offici ^ust show as outstanding against itself all 
letters and half,mSrgins which hare to be finally disposed of by it even if 
*«u«b letters, He., be not with ft at the lime the abstract is prepared aud 

the hep >rb submitfod. 

• • % 

83. ~TIie Pen-ion Biarch wiU report its arrears both of cortcspondence 
aud other nurk in the speoiftl form A.G.O. P. ■^’obtained from the 
United Provinces anti ad pted for tin's jflice, 

84. — It be icirombcKiCl that a Department icceiving a letter ^\ill only 

bo considered to be aelieved of itb lespon^sibility — 

(i) . AVhen a. reply is diafted and passed by the Gazetted Officer in 

^ cheu-ge ot the Depai-tmenl and made o\er to the Copyine 

(ii) . When an Older IS endorsed on the letter that it '‘Requires 

no oiders,-*- Record.” €uoh an order must be initialled by 
the Superintendent or the Assistant in charge of the Depart- 
ment and dated, , 
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85. — la doubtful oases the orders of the Gazett-d Officer iaoliarge of the 
Department or, if necessary, of the Accountant-General, must be obtained 
before the letter is filed. Should the Superinteudent or Assistant in charge of 
the Section fail to do so, he will be held personally responsible for the n^leet. 

Retnras. 

86. — Complete lists of the daily, monthly, quarterly, half-yearly, yearly and 
occasional returns, which are to be submitted by each Department, will be 
found in this Manual and in the Departmental Order Books of the G. A. and 
P. A. andT. A. Record and Forest Departments. It must be clearly under- 
stood that Superintendent} and Assistants in charge of Departments do not 
reliere themselTes of responsibility for the punctual d>‘spatch of returns by 
making over the office copies to the Copying Section in good time. It is their 
duty to see that the retnmis really despatched on or before the proscribed date, 
or to bring the matter to the notice of the Gazetted Officer of the Department 
concerned in time with a vienv to arrangements being made to prevent the 
return being delayed. 

87. — The fair copies of figured statements (i. e., statements which consist 
of more figures than words) and returns should be compared and examined in 
the Department of the office where they were prepared ; the Examiner or 
Assistant Superintendent affixing his initials to both the rough and fair 
copies. Superiuteadents will decide by what Assistants in their Departments 
this work is to be done, but they should, as far as possible, assign it in turn to 
such Senior Assistants as can safely be entrusted with it. 

88. — Every Return leaving the office musj be submitted oq,or before the 

due date. If any delay is likely to occur in the despatclf of yearly or half- 
yearly Returns, a report should be submitted to the Aocountant-Gtefleral ten 
before ’the due date. Really important returns requiring oonmderation and olo& 
scrutiny should, whenever practicable, be laid before the Gazetted Offioer.some 
days before the date fixed for their submission. • All inward Returns not receiv- 
ed on due date should be noted, and after one week reported to the Gazetted 
Officer of the Department concerned. If not received after two weeks, 
the should be reported to the Accountant-General. Resource and other 

urgent Returns should, however, be reported to him if two days late. * 

%tum of State of wort. 

89. — ^Eaoh Superintendent and 4ssistant in charge of a S^tion will main- 
tain a Register in a form similar to the one rendered monthly to the Comp- 
troller-General under Article 1704 »of the Oivih Account Code to show the 
Returns due from each Section, the dates on^whioh due, and 12 columns for 
record of actual dates of despatch. These Registers will be sent up for infer- 
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mation and check if necessary to the SaperintendeDt^ T. M., along with the 
report of each Section on the state of work, for the consolidated report to the 
Comptroller-General, which should be submitted to the Accountant-General 
before 12 o’obck on the due date. 

Note. — T he reason for any large Increase in the amount under objection, as com- 
pared with the amount shown in the preyioofl month’s statement, should be noted in the month- 
ly sheet sent to the T. M. Section in order that It may be noted in the Monthly State of Work. 

90. — ^To secure accuracy in preparing this report a dear working sheet in 
a register form should be permanently kept up in each Section of the Treasury 
Account Dq>artment, showing; — (1) district; (2) balance at the end, say of 
February, according to the Objection Book or Objection Statement closed on 
20th March; (3) adjustment of ontstandings to the end of February extracted 
from the Adjustment Begister of March dosed on 20th April ; (4) adjustment 
of ontstandings to the end of February for the period from 21st to 29th April 
according to the open Adjustment Begister of April ; (6) difference between 
column 1 and the totals of columns 2 and 8. 

91. --The consolidated total of the last column of this register for each 
Section will represent the outstanding balance for report to Comptroller-General. 
The Sectional Superintendent will then submit this register to the Superin- 
tendent T. M. for consolidation by him for the entire Province. If extracts 
have to he made from the Adjustment Begisters kept up in other Sections, the 
figures should be obtained from the Superintendmits of these Sections 
by the Superintendent T. M. 

Preparation of Half-yearly Report on ariears for Comptroller- 

^ General. 

92. — ^For the purpose of fiie half-yearly report on arrears prescribe in 
"Arlaolcs 1705- and 1706 of the Civil Account Code, the following statement 
showing' the stage at which each kind of work should be at the end of the 
half-y^ must' be, taken as the standard. Any departure from it will require 
explanation. 


WorV. 

Stage at which work should be on 
30th September and 31st 
March, respectively. 

Treasury Account Section. 

Aiidit of Bills 

Audit of AoconntSf 

Disposal of Monthly Objection State-, 
ments. ' 

Review of Issue Lists 

' Ditto ditto. 

, Statements for disposed of. 

disposed of. 
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Work. 


Stage at which work should be on 
SOth September and 31st 
March, respectively. 


T. M, Section. 

Andit of Stamp Betnrns ... 


Audit for ^ completed. 
January ^ 


Agreement of Objection Book Balances ... Balance for 


Remittance Register 

Foreign Contribution Register 

Posting of Repayments of Deposits 
Proof of postings of Deposit Repayments 
Check of Clearance Registers ••• 
Tr^sfer of Lapses ... 

Agreement with + and — Memo. 

Audit of Personal Deposits 

Review of Deposit Receipt Registers ... 

Proof of Deposits 

Permanent Advance Register 

Subsidiaiy Local Fund Accounts 


January 
Register closed for : 


• verified . 

Angpst. 

February’ 


Posting of agreed with Detail 

Books. * 

JSF Register posted. 


Completed for 


•ianuary* 


Completed for last year. 


Agreement for completed. 

Bills for audited. 

February 

completed. 

•Completed for preceding year. 
Completed for ^ 

Accounts for oompletedr , 


Gazetted Audit Section. « 

Record of Notifications in Audit Regis- Gazettes over a weSfc old posted, 
ters. 

Record of Notifications History of ser- Ditto . ditto. 


Audit of Bills 
Scale Register 


let List ^^5^' audited. . 

Marcn ^ 

... Register for dosed. 


Memorandum of Recoveries of Loudon Recoveries effected up to 


Advances. 


ported. 
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Work. 

Stage at which work should be on 
30th September and 3 1st 

March, respectively* 

Pension Section 


Andit of Bills 

..dited. 

Verification of Services (a) 

Reports on applications (a) 

Oases received before 16tb 
disposed of. 

Ditto ditto ditto. 

Issue of Permanent Pay Orders 

Ditto ditto ditto. 

Review of Anticipatory Register 

completed. 

List of Transfers to London 

Compilatioa Department. 

List for quarter issued. 

Bill and Bemittance* 

Postings of Payments 

Postings for completed. 

Agreement Sheets 

Completed for . 

* January 

Old BiD^fets • 

• 

m ft# 

Lists for quarter completed. 

• 

Broad Sheets 

r » • • 

A H ^ ^ 

Completed for . 

Bocal and Pore?gn*Lapsed Billif 

Adjustment for preceding year 
efiecced. 

Account Current Section, ' 

Outward Accounts not despatched 

Accounts despatched. 

Inward Accounts adjusted 

Civil for India, Military and 

Public Works for .. ad- 

December 

justed. 


qS^^^of laSSuent "reZencesS fifteen feyroldm^stendi^^^ t""o!>U^! 
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Work. 

i 

1 

Stage at ^hicb work should be on 
SOth September and Blst 
March, respectively. 

Book Section. 



lioaa Begister 

... 

Oompiaedforj^J^y. 

Soonrity in Trust Register 

Journal and Ledger 


Gases over a week old disposed of. 

Posted to inclusive. 

January 

Qaarterly Trial Balance ... 



Completed for quarter. 

Proof of Balance of Scouriiics 


Ditto ditto. 

Interest on Securities 

... 

Warrants over a week old disposed of. 

Miecellaneons Trust Accounts 

•ff « St* 

Complete to date. 

Budget Section. 



Oomm unication of grants 
OflBcers. 

Posting of grants into 
Abstracts. 

to Local 

Classified 

Completed before 30th September. 

Ditto ditto. 


GiRCCI<ASS AKD Gehbbal Leitebs. 

93. — All orderb of a permaneut natui’e affecting Treasuries 

Officers will be issued as Addewdo and* Cort^enda to tbe Standing Orders^ 
Temporary orders, instructions aaid en(juuaes wiQ be issued in the form of 
general letters, witb the sanction and under the signature of the ^AwouHtaafr- 
• General. Each Gazetted Officer and Superintendent should hipep up a file ^ 
these, which will be supplied by the General Clerk by Whom receipt of supply 
wifi bo taken in the proper register. * * 

94. — Circulars received from the Comptroller-General, Account Offices 

and Departments should be filed sepasately for each office and bound when 
necessary. The tabular printed statement forwarded by the Comptroller- 
General should be filed in regular order according to d^te, and bound 
scparatldy according to subjects : rramely, all Land Eevenue Statomeuts 
together, all Opium together, aijd so on. ^ • 

Codes, Standing Orders, Office Manual, &c. 

95. — Additions and con-edtiorrs to the'Standing Orders, this Manual as^ 
well as the Order Books of the T. A. and G. A. and P. A. Sections will be 
made by means of Addenda and Conigmda slips to be issued about the end 
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of month for the month immediately preceding. These coireotion dips 
when they rdate to the Treasury Account Department, or to ofiBce or record 
procedure, will he drafted by the Superintendent of the Section concerned. As 
soon as the slips have been passed by the Accountant>General, they should 
be over to the Examiner, Copying Section, and his receipt taken. 
The last mentioned OflBcer will collect them up to the 28th of the month, 
and after arranging them consecutively will'have them typed for the Press. 
After the slips have been faired he will submit them on the first working 
day of the following month with the office copies to the Chief Superintendent, 
who will examine them and send them to the Press. 

96. — As soon as the printed copies are received by the General Clerk 
from the Press, he will make over the requisite number to the Despatcher 
and will distribute the rest, or such number as may be required, in the Office. 
The Despatcher should see that no dday occurs in the despatch of the printed 
copies to the various Officers, and that the supply is made strictly in accord* 
ance with the revised hsb compiled for him, which he is responsible 
for keeping corrected up to date. The General Clerk should intimate to the 
Despatcher the name and address of any pei-son to whom the Standing 
Orders may be supplied from time to time. 

97. — Every person to whom copies of the Codes, &c., are supplied will be 
held responsible for keeping them in good order and posting corrections up 
to date. Superintendents should every quarter inspect the copies in the 
possession of their subordinatesj and, if they are not in proper order, report 

ti^ fact to their Gazetted Officer. 

• 

98. — Whmi any Superintendeilt or Aissistant is about to leave the office 
for^^Opd^ the Codes and other official publications supplied to him 

Te made over to his successor. If any of them is missing, the cost should 
Ibe recovered from the last payment due to him. They need not, howevei^ 
bo returned when a Superin tendrat or Assistant is transferred from one 
Department to another in the office, or when he proceeds on short leave. 

99. — Applications for the Civil Semce Regulations should be made to the 
Superintendent ot Government Printing, Calcutta, and not to the Financial 
Depaiimcnt of the Government of India. 

100. — Volume II of the Civil Account Code should only be supplied to the 
Secretariats of the Local Governments and to Heads of Civil Departments 

and accor-diugly references to that Volume should not be made when writing 

to Officers who are not supplied with it. 

*• r 

101. -Eeady Reckoners will be supphed to officers from a stock pur- 
chased under the sanction of Government. i 
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Printing of Forms. 

102. — The following extracts from the more important rules sanctioned by 
the Punjab Government for printing work except work which can be stereo- 
typed by the Superintendent, Government Press, Lahore, executed by the Civil 
and Mihtary Gazette Press, and for the conduct of business with its pro- 
prietors in their capacity of Contractors for Government printing, are reprinted 
for the information and guidance of this OfiSce : — 

(1) . The Contractors for Government printing will undertake the 

typographic printing of the following Departments and offices 

Accountant-General, indudiug Treasuries. 

(2) . The Superintendent of the Government Press is the medium of 

communication between the several Offices and the Contractors 
for Government printing. He sees that the work is executed 
in a proper and workman-libe manner and passes for accept- 
ance the bills for work done. 

(8). Indents for forms and other work may be sent direct to the 
Manager, Civil and Military Gazette Press, or through the 
Superintendent of the Government Press, as may be conadered 
desirable. 

(4) . Each office will be provided with an Indent Book by the SupeN 

intendent, Government Press, which will be in triplicate, cSh 
which all orders for printing wili.be given. ^ • 

(5) . When an office, e. p., the Accountant-General's, dea^ directi with. 

the Contractors, the original indent will b® retained. by tlya 
office, the duplicate, with the papevs to be printed, will be 
forwarded to the Contractors, and the triplicate will be sent to 
the Superintendent of the Press. 

% 

1 08. — When work is sent to the Contractors through the Su;gcirinten&nt of 

the Govenunent Press it should be accompanidi by the duplicate and triplicate 

copies of the indent. The Superintendent will forward tho dupljoaija with the 

work to be Printed to the Contractors, and retain the triplicate in his office- 

* 

(6) . On the completion of an indent the Contractors wDl forward ^e 

work direct to the office concerned, or to the Gbvemment Press, 
according to the instructions they i^ay have received. 

104.— When work is delivered direct, the Contractors will take a receipt 
b^om the Office concerned, and ^is receipt should be attached to their bill 
for the cost of the work, 
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105. — ^Tlio wurk to bo delivered at tlio Govenimeiit Prebfa may bo divided 
into two clasbos : — 

(1) . Standard forms or c'tlior work wliich is required to be kept in store, 

(2) , Current work^ siicli as Cii'eulars, Reports, &c. 

106. — In tlie case of (1) tlie Superintendent will liavo tLe copies carcsfully 
tested and bring them on Ins books, gi*aiitmg the Contractors a receipt for the 
game. 

107. — In the case of (2) the Superintendent will forward the work to the 
office concerned with the Contractors^ receipt for signature. This receipt 
when signed will be returned to the Contractors as their vouchor. 


108. — ^Thc dates fixed for the transmission to the Contractors and the 


outturn by them of the various annual reports and indents for forms are as 
follows. These dates would be strictly observed : — 


1 

Dais on which the indeni shoulu reach 

Name op fo&ms. I 

Contractors’ Press.* | 

Superinteudent of Gov- 
ernment Press or Office 



for distribution. 

Treasury forms 

15th November 

15th January, 

Account forms 

30th November 

15th January. 


VVflen practicable a portion if not^ the whole of an indent should b© s^nt to Press at an 
earlier date. * * • 

_ A. G.’s No. dated 20Lh July 1004. to Manaejer, and Military Gazette” Press* 

— • * #0980 • 

•ifnd his jtply 8054 24-7 04~Case No. Mis.— 75 of 1904-05. 

109.-T-In estimating 4I10 number of copies of each form required for use 
during the curreiTcy of the 3%'ar a surplus equivalent to at least one quarter’s 
rei^iiireiuents should bo itukulocf fur to obviate siipploiuuntury iiidonls, which 
neccbrii-ate a rcpctitioii of orders J or priming and consequent cxii a cost, as 


1 ho charge dcLToabCh in ]'ruportioii to Hit iiuiubcr ol copies bupplittl It 
thcrefur(‘ clieapci to LaM‘ a -iiiplu'^ iniihl ti* of cupic'^ "irnck off at tho oulbol, 
even if llity blioukl uoi bt than Lo meur a charge ioi lu-coiupo^jtioii 

and re-printing ior the bake ul tliu oinall numbtr of copic:* that would bs 
usu'ally asked for by supplementary indeuk. 


NuTE.— (Ih In order to a\oid uuneces&ary W to Goveriiintiit, the ComptrolJer-GeiiCia 
h'ls lequested that t\ heu a toiui, it should be abcertaiiied fiom the Superinten- 

dent, Government Press, what btoClc exists of the foini to be superseded, and that if the stock 
of it is lai CO, he should be instructed whethoi the new form must be intioduced at onco or 
whether its supply may bo defeired until the existing stock is exhaueted. * 

Note.— (2). Foi standaid forms which aio to be stereotyped by tJie Mduager, ** Civil and 
Military Gazette”, Set Go\oiiiuKiit Punjab letter jfo. 1174— Home -General', dated ll+h 
fcieptember 1906 [Case Mifccellaucous 104 of 10C1-05J. ^ 
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110. — The Superintendent of the Pre'^js simultano‘»usly wifeh despatching 
the packets of forms will forward a despatch noro, or chnlnn, by letter post, tc 
the Officer concerned, who, on receipt of the package, will examine its con- 
tents carefully, and, after ascertaining that they are correct, will sign 
and return the ch&ldn to the Superintendent, G-overiiiaent Press, Lahore, to 
bo filed in his office. 

111. — 'Under the terms of their agreement the Contractors have power to 
make special extra charges for— 

(a). Imperfect manuscript. 

(5). Autlioris connections, that is, corrections in proofs. 

(r). Matter kept standing in type after the lapse of a fortnight. 

[d] . Urgent woi'k. 

112. — With the object of avoiding charges and {h) all manuscript gent 
to Press should be well considered, so that the author’s correction, if any, may 
be few. The manuscript should also be in clear, legible writing, be properly 
paged and complete with any necessary instructions for the guidance of the 
printer. As regards (c) proofs should not be delayed beyond thre^^ days 
without an explanation by the Superintendent of the Section concorned as to 
why the time should be extended in any particular case; and as regards (d) 
only work which is really urgent should be marked as such, Such marking 
should be iuvariably done by an Officer and not by any Superintendent or 
Assistant. 

% 

113. — Extra charges made by the Contractors under (c) and [d) should bo 
supported by a certificate on foimis obtainable from the Superintehdentj* 
Government Press, by the Head of the Department or Office concerimd. * * 

NoTB.— (1). No indent should in fntnro be markpcl “Urgent** anless’ifc is really so, and 
then only on the written authority of a Gazetted Offi'ftor. W1 en an indent has baen marked 
“ Urgent** the fact should be noted in the Indent form, which should be sent to the Superin- 
tendent, Government Press, with a separate docket stating that the'^work is argent an^ speei- 
fying the date by which it should bo delivered, 

(2). The Snperintendents of Sections coneen ed will bo held responsible for early receipt 
of proofs and final approval before orders are given for printing, 

(3>. Reminders should bo issued by the Sections whose forms, etc., have been sent, to 
Press for proofs. * 

114. The Superintendent of the Press will bring to Sxe notice of the 
Bead of the Department or Office and the Assistant Secretary to Government, 
any case in which he thinks extra co^t has been unnecessarily occasioned by 
bad manuscript or otherwise. 
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llS.—Li view to ensnting a regular and systematic flow in tHe work of 
auditing and passing bills and tbe early payment of the same, the following 
procedure should be observed - 

(а) . The Contractors will submit their bills for work executed to the 

Superintendent of »he Government Press as toon affer the execu- 
tion of each piece of work as possible, and on no account later 
t l i fl u the 20th of the month following that to which the charge 
relatea A sample copy of each work executed should accompany 
the bills, together with the receipt of the Office or Department 
concerned and the prescribed certificate of urgency where 
necessary. 

(б) . The Superintendent of the Government Press will have the bills 

checked, countersign them in acknowledgment of their accuracy, 
and pass 'them on to the Head of the Department concerned for 
acceptance within seven days of receipt from the Contractors, 
unless for good reason, to be reported to the Assistant Secretary 
to Government in each case. 

Kots the receipt of the bills in this Office, they shonld he arithmetically examined 
and the fact of payment haring been claimed recorded carefully by the General Clerk in the 
originid coonterfoil of the Indent Book against the work eonoerned, in order that a second 
payment on the same account may be rendered impossible. The bill should then be accepted 
for payment, and after the entries of tfae claim have been initialled in the Indent Book by 
the Chief Superintendent, submitted to the Accountant-General for inspection before being 
returned to the Superintendent of the Gorernment Press. 

Note 2.— The Government have decided that the Superintendent’s signature to the bill 
should alone he ^oepted, and that dn;*ing the Superintendent’s temporary absence tbe Assist- 
ant Secretary to the Punjab Government in tbe General Branch should sign the bill. 

r(e). In compliance wiili Iffie orders coutamed in tbe letters from tbe 
<• Civil Secretariat, No. 696, dated 25tih of August 1891, Heads of 
Departments should return tbe bills, duly accepted, to tbe Super- 
intendent of tbe Press without any avoidable delay. When a 
delay of more than ten days occurs, tbe Superintendent of the 
Press diould bring, tbe fact to the notice of tbe AHaiafant. Sec- 
retary for any necessary action. 

r 

(d). Tbe. Superintendent of tbe Press will include tbe bills in a 
special contingent bill, submitting tbe same to tbe Assistant 
Se(S'etary to Government forTiis countersignature on each Monday. 
Tbe bills will then be forwarded by the Superintendent to the 
Accountant-General for payment and adjustment against the 
budget provision of tbe Department or Office concerned, 
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116.— The Contractors have been requested by Government to bring 
to notice all instances in which these instructions are not complied with, 
and also to report cases of delay in the receipt of the manuscript of Annual 
Eeports. Delays in the submission of aimual indents for forma will be 
brought to notice by the Superintendent of the Government Press. Heads 
of Departments, on the other hand, are invited to report all cases in which 
work is badly turned out or unduly delayed by the Contractors. 

117. — A standard list of all the forms u&ed by this office has been printed 
and a copy supplied to each Gazetted Officer, Superintendent and Assistant in 
charge of Section. The Superintendent, T. M., or tiio one nominated by the 
Depuly Accountant-General as respects the whole of the Treasury Account 
Department, and the other Superintendents and Assistants in charge of 
Sections are responsible for keepmg their lists corrected np to date, and for 
communicating all corrections or additions made in them to the Geneml Qerk 
with a view to tho next supply of the forms boiug amended accordingly. No 
form may be added to this list, or removed therefrom, without the sanction 
of the Accountant-General, and all alterations in existing forms must be 
approved by the Accountant-General, 

118. — The indents tor forms are prepared and the examination of all 
proofs of forms except those used by the Treasury Account is carried out 
under the supervision of the Superintendents concerned, while the order to 
print them is given to the Press by the Chief Superintendent. The 
Superintendent, T. M., with the assistance of some member of bis section, 
ftTOTniTifta the proofs of all Treasury Account forms, as also the forms supplied 
to Treasury and offices in the Punjab, buf* the order for printing is, as in 
the former case, given by tho Chief Superintendent, after'the proof .has Ijeen 
passed by the Gazetted Officer in charge. 

«r 

Audit of Punjab Government Press Accounts. 

119. — The Comptroller-General has 3irected that the audit of the Goveni- 
monfc Press Accounts, apart fix)m tho technical portion which will* be under- 
taken by the Examiner, Press Accounts, ^should be carriedv^ut once a year by 
this office in the manner laid down in Part 11 of the Pamphlet entitled Audit 
of Press Accounts'^ received with OomptroUer-GOnerars letter No. 1988, 
dated 8rd December 1903. This wot^k cau conveniegitly be taken up by the 
Superintendent, Budget Department, as was hitherto done by him less 
elaborate way, assisted by one of the Assistants of iSie Branch during the 
period when the work in the Branch is sl^ok. Tliis might be undertaken? 
between April and August each year, and the results of audit reported to" 
tho Accountant-General for orders. 
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120.— In letter No. 1994, dated 8tli December 1904, from the Oomp- 
troUeivGeiierail, it has been further directed that, with a view to securing 
uniformity in the accounts of different Presses, any suggestions as regards the 
books or forms to be maintained in G-overument Presses that may be made as 
a result of the audits prescribed, or that may be referred to by the Local 
Govei-nment, may first be referred officially or unofficially to the Controller, 
Printing, Oaloatta. 

121 .—The orders referred to in Part IE of the Audit of Press Accounts 
referred to above and a memorandum explaining briefly the local peculiarities 
in the Punjab Government Press at Lahore as compared with the general 
directions given in the pamphlet in question will be found in rase 
G, 1. 2 of 1900. 

122,— The audit will be confined ordinarily to the accounts of one month 
selected at random by the diCCOuntant-General every year (Comptroller- 
General’s No. 843, dated the 1 1th July 1903). The above order is intended to 
prescribe the minimum amount of audit that should be applied. If in the 
course of audit it is found desirable to apply or continue to apply any check 
to any books for a longer period than the period prescribed or to some books 
not referred to in the scheme it may be done so. — (OomptroHer-Gteneral’s No. 
1938, dated the 3rd December 1903— Case G. I. 2 of 1900). 


library. 

• 

123. — All Gaeettes, Prooeedingfe of Government, printed liooka, pamphlets, 
spare copies of Gcfvemment Resolutions and Circulars, are stamped with the 

stamp and uade over to the General Clerk. Spare copies of 
JResolutions qf the Supreme^and Local Governments, and of printed letters, 
circulaTs-and accounts issued by the OomptroUer-Qeneral, will be regularly 
numbered, and pasted into spare copy files, and kept in the Library which 
is under the charge of thS General Clerk. 

124. — The printed Proceedings of Government may be referred to by any 
of the Officers or Superintendents, and by the Recordkeeper, but must not be 
taken out of the office, or kept after it is closed. 

125. -The Officer opening the ddk will ^tate if any book, etc , received 
through it, is to be entered on the catalogue. When an order to do so is 
given, the General Clerk will immediately assign a number to the book, and 
bring it on the catalogue. 
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126. — Books roquirod £or stmtly tempoimy puiyose can be obtained on a 
receipt signed by the person roquiiing them ; but for a single refei’enoe it will 
often be more convenient for a Supcrintendout or Clerk to go to the Libraiy 
and consult Iho book on the spot. Except by Officers and Superintendents, 
no book should bo rotainod on a temporaiy wceipt after 4 r.u. of the day 
following tho day of issue without the written permission of tlio Gaaottod 
Officer concerned. 

127. — On a change of appointment, Officer’s who nmy no longer require 
the books standing in thoir names, should have thorn foimally Iran sfoiTed to 
their successors, and no Assistant will bo allowed to go on loavo, or to resign 
his appointment until it lias been usuortaiued that he has relumed all the 
books for which ho is I’esponsible. 

128. — The Chief Supei*inteudunt should oooasioually examine t.ho catalogue 
with a view to ascortainiug that the stock is coii’ecl and tliat thero is pi’opcr 
authority for tho books shown in it as disposed of. 

Waste-paper, etc* 

129. — Every evesuing after office closos the waste-paper will be coUootcd in 
a convenient place, and once a week tho accumulation will bo taken to the I'ooin 
allotted for this purpose, under the jiorsonal suporiutondonco of the Record- 
keeper, by whom tho key of tho I’oom in which the paper is kept >^11 bo 
retained. This paper as tdso that bobnging to tho records destroyed will bo 
stored in the room and sold when necessary in the market or supplied ^ 
the local jail. Serviceable packing paper, wax* cloth and other materials 
that maybe obtained from packets or 'parcels received through tho pass, 
should be made over to tlw Genei’al Clerk to be given to the JDafti’ies for^u^ 
as required. 
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CHAPTER 2--GENERAL DEPARTMENT. 


Constitution, Control and Duties. 

1. — TJie Department con&ists of itree UlerkwS, the senior of whom is styled 
the Greneral Clerk, and is under the uumediate control of the Accountant- 
General except as regards matters of routine which are disposed of under the 
direction of the Chief Superintendent. The duties of the Department are 
the following : — 

2. — Management of o05oe library, disposal of indents for Treasury and 
Account forms, issuing and keeping an account of stationery, office furniture 
and service books, preparation of pay and contingent bills of the office, 
annual indents for stationery, statement of contingencies to Comptroller-General, 
late attsndauoe register and maintenance of register of telegrams despatched, 
the casual leave register, auditing of printing bills, reporting on all applications 
for casual and oilier leave, ooiTeoting all the codes of the library, conducting 
of correspondence arising out of the work, disposal of applications for postal 
policies, preparation of statement of currency agency balances for currency 
audit, printing, storing and supplying of District, Municipal, other Funds 
and Tahsildari cheque books to officers requiring them, preparation 
of the gradation list and annual list of the office establishment 
and other works of miscellaneous and general nature. Practically the 
whole of the arrangements regarding leave, increments, promotions, transfers, 
etc., of the office gstablishment, botjli superior and inferior, are considered 
and reported on, by thi^ Department, which has also to arrange for the print- 
ymmd the* forms, •etc., used by the*office and by all the Treasuries and Civil 
IJpparlments* under theTiiniabjGovemment, 

Contingent^Expenditure. 

3. —- The permanent advance for this office is Rs. 350 out of which Ra, 100 
arc hold by the Examiner, Local Audit, and Rs. 250 by the General Clerk. 

• m 

4. — All ordinary oi-penditurc i's inciuTed under Uio ordeiy of the Chief 
Supeiiniendont ‘■which in ihe cuso of &niall items (under Ks 20) may ho 
Dbtained in a Requisition: Book, and no paymoni should ha made until tho 
bill lias teen coinpai-ed with it. In the oaso of larger items the Accountant- 

GonoraVs previous sanction to payment of the bill should bo obtained. 

« 

5. — -All payments on accemit‘o£ contingent expeirditnre will be entered in 
tho contiugont register, which, with all \ouchors, will be submitted to Account- 
unt-Gonoral, ■whenever the payment is recouped. 
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6. — ^The paymenTi should be recoup^ by means o£ an abstract contingent 
biUj the cheque for the amount of which will be endorsed by the Accountant* 
General for payment to the Chief Superintendent. Detailed bills need not 
be prepared. 

7. — Such articles as soap and towels required for use in lavatories altadhed 
to Government offices should not be provided at the expense of Govermneut.-— 
[G. I., F. D., No, 6211, dated 2Qth Novomher 1908. — Case Q. L, 7 of 1902»03.] 

Cash Account and Cheque Book. 

8. — No cheque or other order for pajment of money should be endorsed 
" Pay to the Chief Superintendent " for the Accountant-General’s signature, 
unless the amount has to be actually received in cash by the office. Such 
documents, if transferable, should always bo endorsed to the person who has 
actually to receive the mon^, or if the transaction be a book one, should be 
endorsed Pay to cred/it of— — 

9. — In the case of cash received in the office, the General Clerk keq)s a 
Cash Account. On the receipt of cash, e. g., for copies of the standing orders, 
&o., he will immediatdy enter the amount in the Cash Accomrt and send up the 
latter, with the letter, &c., forwarding the money, to the Chief Superintendent 
for his initials. On the receipt of a cheque or money-order he will similarly 
enter the amount and send up the Cash Account. In like manner, all dis- 
bursements will be entered and initialled by the Chief Superintendent as they 
occur. 

10. — Cheques, drafts and cash received Cor any purpose must be acknow* 
lodged on the printed form, without fail, on the "day of receipt. The acknow- 
ledgment diould on no account be ddayed pending pTOceodings for the .final 
Hi>pnBg.1 of the amount. The exact nature of the leceipt, whether cheque) draft 

or cash, &o., should be specified. ' 

• 

1 1 .—When the Pre-audit Department hands a cheque to the General Clerk 
in payment of the expenditure on establishment, contingenaios or other purgosea 
rdating to the office, he will endorse it “ Pa y to the Chief Suferintendent,’* 
for the Accountant-General’s signature, and* after entering it on the receipt 
side of the Cheque Boob, will present both to the Accountant-General. The 
Accountant-General will sign the cheque and initial the Cheque Book and pass 
on both to the Chief Supeiintendent. That officer will endorse the cheque as 
‘ Received Payment f and will return the docoments to the Goaeral Clerk, wlio 
will draw the amount and disburse it to tho parties entitled to i*eoeive the 
money. Tho entries on the payment mdo of the Chepue Book will be initialled 
by the Chief Superintendent as soon as tho money has been paid. Monthly 
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totals of the receipts and payments should be made and both initialled by the 
Chief Superintendent, 

12. — On the first of the month following that to which the account 
appertains, the General Clerk will, after closing it, lay the Cash Account with 
all the documents supporting the entries of receipts and payments before 
the Chief Superintendent, who will, on bang satisfied with the accuracy of the 
account, sign it and remit the balance in hand to the Agent, Bank of Bengal, 
Lahore, for credit to Government under the appropriate heads which should 
be clearly specified in the forwarding letter, and a copy of this letter should be 
forwarded on the same day to the Treasury OflGloer, Lahore, for mfonnation. 
Should it happen thut the sums received amount to Rs. 50 or over before the 
close of a month, it should be immediately forwarded to the Bank as already 
stated, and not kept back to be remitted on the first of the following month. 

Stock Book. 

13. — A Stock Book will be kept up by the General Clerk for the property 
belonging to the office in the prescribed fom ; he will, month by month, note in 
it all articles which are not of a perishable nature purchased for the office. 
Articles condemned or otherwise disposed of will be written-off with the Account- 
ant-General's orders. This Stock Book will be submitted to the Chief Super- 
intendent at the beginning of each month, with the Office Contingent Register. 
He will compare the eiitviesot^^ Fm chases and Disposals and 
them. On the l&t April of each year, he will verify the balance of the stock 
as worked out in the Register, by actual enumeration of the articles, 

c 

14. — Whep articles are condemned and sold, their sale-proceeds will immedi- 
»atefy on realization be credited in the Office Cash Account, Unserviceable 

articles should, a§ a rule, be only disposed of by public auction once a year 
about the teginning of' March after a list of them has been prepared and 
approved by the Accountant-General. 

^ Account, Issue and Audit of Stationery. 

15. — All stationery on arrival \\ill be unpacked in the presence of the Chief 
SuperiiitQiident, wh^ will make it over to the General Clerk for safe custody 
and distribution, after seeing that the amount is correctly entered in the 
gfeatioiiery Ledger, Note-paper and envelopes should be sent at once to the 
Superintundent; Governmeiit Pres^,, witV the Office Manual in order to have 
the proper headings printed thereon. 

^ f 

16. — So far as it may be possiblo to do so, all applications for tie issue df 
stationery sbould be made wben tbe office opens each Fiiday moining. No 
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ariadd should be issued in. excess of the scale sanotioned for each Clerk, except 
on the special order of the Chief Superintendent. Issues will be entered in 
the Stationery Book at the time, and initialled by the person to whom they 
are made. At the end of each month the quantity of each article issued 
during the month will be posted in the Stationery Ledger, which should be 
maintained in the existing form containing the names of the various articles of 
stationery arranged in the order followed in our annual indents for station, 
ery on the Central Stores at Calcutta. 

17. — ^The Stationery Ledger, the Stationery Book and the Eegister of 
Stationery issued for printing work, will be laid before the Chief Superintendent 
early in July and January of each year. The entries in the third column, 
entitled " annual supply,” will have been already verified by him on arrival of 
the stationery from Calcutta, as directed iu pai’agraph 15 above, so that his audit 
will be principally confined : (1) to a comparison of the consumption entered 
each month m the Stationery Ledger with the Stationery Book and the Eogis- 
ter showing the quantity of paper used for printing purposes ; (2) to an 
'examination of the half-yearly totals of the first Register mentioned at (1) 
above, and the monthly totals of the other two Registeis; and (D) to 
taking of stock and agreeing it with the balance shown as in hand of each 
article of stationery. After satisfying himself on these points he will record 
the fact of his having conducted the audit on the Stationery Ledger. 

18. — ^Note-paper and envelopes received from the Stationery Office will 
be issued to Gteaetted Officers only for use in demi-official coiTespondence. 
Foolscap paper in whole sheets will ordinarily be issued to the Copying Section 
and to Officers and Superintendents only, but .should a Clerk’ require it he 
may be supplied on an application initialled by his Superintendeat. ginnlar^ 
rules apply to the issue of blank manuscript books^ind of book paper, which 
will orffinarily he issued to the press only for the printing of Office ferms, 

as Detailed Books, Consolidated and Classified Abstracts, &c. 

% 

19. — Binding materials will be issued in proportion to the amouht of 
work to be done at any one (imp, after the nulhber anl size of *thp books to 
be bound have been ascertained, and, on comtiletii>ti,,tiip Getipial Clerk 
should satisfy himself that, as neaify as possible, the whole amount of 
material issued has been used up in the work. 

Ch'eques. 

20.— Cheques in books of 100 forms are printed and issued in 
accordance with the instructions laid down in Articles 17 and 732 A of 
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iihe Civil Account Code and Tahsildari cheques under the orders of the Local 
Government (No. 767, dated the 7th August 1906, case Mis. 26 of 1906-06). 
On receipt of the special paper from the Controller of Stationery, Calcutta, 
it is sent direct to the Superintendent, Government Press, Lahore, for 
printing of the necessary number of cheque forms of District, Municipal^ 
&c,, Furida and Tahsildari cheque. On receipt of printed cheque forms 
bouf‘d into books of 100 forms each, they should be carefully checked and 
stored m the Chief Superintennent’s room in the locked almirah in his 
chergH under ChubVc* look. Issues of cheque books are only to be made 
on indents received from Treasury Officers, the fact of issue to be noted in 
the Stock Register of cheque bc»oks under the Chief Superintendent’s initials 
and date and on a counterfoil book, half of which is forwarded to the Treasury 
Officer who returns the lower poition of it as an acknowledgment of his 
having received the books. If such acknowledgments are not received 
within a week a reminder should be issued and if not received on reminder 
a special letter without delay should be issued. 


Returns and Reports, 

21.— The General Department is responsible for the correct preparation 
and punctual submission of tbe following Eeturns, except the Confidential 
Eeport on the Subordinate Civil Account Service yearly” No. 3 below) 
which is prepared personally by the Accountant-General 



Name of Return or 
Repoif, • 

"V^hen due. 

To whom 
sent. 

• • 

• 



Authority. 


« • • • 

' 


• • < 

» • 

Daily. 


1 Attendance Register ... 

Daily 

i 1 

Chief Super- 
intendent, 

2 Registeir of telegrams 
despatched. 

Do. 

! Do. 

f) 1 

Weekly. , 


1 List of arrears 

Every kJonday’’... 

Accountant- 

General. 

r 


Para. 13, Chap. 1, 
Office Manual. 


Para. 46, Chap. 1, 
Office Manual. 


Para. 81, Chap, 1, 
Office Manual, 
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Ifame of Betnro or 
Report. 


When dne. 


To whom 
sent. 


Authority* 


X Register of late attend- 


2 Stock Book 


3 Statement of contingent 
expenditure. 


Monthly. 

Ist of eTery Accountant- Para. 14, Chapter 1 , 
month. General. Office Manual. 

Beginning of each Chief Super- Para. 13, Chap. 2, 
month* intendent. Office Manual. 

Beginning with Comptroller- C. A. C., Art. 1699. 
the 8rd October. General. 


1 List of Subordinate 

Account Service. 

2 Office Gradation List.*. 


3 Index to Punjab Gorern- 
ment Gazette. 


4 Stationery accounts 


Half-yearly, 

1st April and Oomptroller- 
1st October. General. 


29th Jnly and Punjab Gov- 
I 29th January. ernment. 


January and July Chief SupeEr 
• intendent. 


O.A. 0.,Art. 1673. 


0. G.'s No. 835, 
dated the 7th 
August 1885.— 
(Case 0. G. 16 of 
1885.) 

G. P. No. 37, dated 
10th June 1803. — 
(Case G. P. 99« of 
1892-93.) 

• 

Para. 17, Chap. 2, 

• Office Manu ab 


1 List of pensioned sepoys 
employed as peons. 


Yearly. 

Januaiy Government, 

Punjab. 


Government Punjab, 
Circular No. 616, 
dated 13th July 
- 1699. 


2 Consolidated statement' Do. 

of Account and Treas- 
ury forms for supply 
to treasuries. • 

3 Confidential Report on 5th ^©bruary 

the Subordinate Ac- 
count Service. 


Supdt., Gov* G. Ho, 442 A.* 
ernment dated 14th April 

Press. 1892.— (Oese G. 

^ P. 8 of 1892-93.) 

Comptroller- 0. A. 0,, Art. 1665; 
General . and para. 33, Chap.K 

1, Office Manual. 
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8 


10 


11 

12 

13 

14 


Name of Betarn or 
Beport. 


New title granted or 
assumed and the casual-1 
ties among title-holders 
during the jear. 

District Olassided Ab- 
stract, 


Detail bo 


Oonsolidated Abstracts 


Stock Kegister 


Book of Establishment 


Return of expenditure 


Budget Forms Receipts 
Do, ^ Payments 

r 

Estimate of Store 


List of Major Wnrks 
connected with the 
office for Budget. 


When due. 


Yearly — contd. 
15th Bebruary 


To whom 
eeut. 


Do. 

20th B'ebruary. 
let April 
ISth May 
1st June 

r 

20th Jane^ 

Do, 

•» 

Ist August 

15th August .. 


I Oomptrollor* 
General, 


Manager, 
“Civil & 
M i 1 i t a ry| 
Gazette.’* 

Do 


Do, •«, 
Do. ... 
P, A. D. ... 


Government, 
Punjab. 


Authority. 


Government, Pun- 
jab, Circular No. 
2, dated 25th July 
1900. 

A.-G.’sNo. 6928 G. 
D., dated the 26th 
July 1904. — (Case 
Mis. 75 of 
1904-05.) 

Ditto. 


Do, 

Do. 


Do. 


^ Do. 


Ditto. 


Para. 13, Chap. 2, 
Office Manual. 

0. A. C., Art. 55. 


Government, Pnn- 
jub, Financial De- 
partment letter 
No, 876, dated 
22nd May 1874. 

Ditto. 

Ditto, 


Government, Pun- 
jab, Financial De- 
partment, letter 
No. 1886, dated 
4tb July 1896. 

G. P., P. W. 
D., Circular No. 
7-3534, dated 7th 
June 1894. — (Case 
G. P. 23 of 
1895-96.) 
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Name of Betam or 
Report. 


15 


16 


Candidates for subordi- 
nate Account Service 
Examination. 

Indent for paper 


17 


18 


19 


21 


Indent for Treasury 
forms. 


Indent for Account 
forms. 


Budget Estimate of this 
office. 

Indent for miscellaneoas 
articles of stationery 


List of Gazetted holi- 
days. 


List of Jurors 


When due. 


To whom 
sent. 


Yearly— conoid. 
I5th September 

1st November ... 


15th November 


30th November 


Oomptroller- 

Generah 


Controller of! 
Stationery,* 
Calcutta. 


Manager, 

“ Civil & 
Mili t a r y 
Gaze 1 1 e **i 
Press. 

Do. 


Authority. 


1st December 
Do. ^ 


22nd December;... 


Occasional. 

On receipt of a 
letter from De- 
puty Commis- 
sioner, Lahore. 


Comptroller- 

General 

Controller of 

Stationed? 

Calcutta. 


Comptroller- 

General. 

« 


Deputy Com 
missiciiier, 
Lahore. 


0. A. 0., Art. 
1665 F. 


Stationei’y Sup- 
erintendent’s No. 
6431, dated 20tli 
March 1890.-- 
Case G. P. U ot 
1890.) 

A.-G.’8 No. 6928 G. 
D., dated the 26th 
July 1904.— (Case 
Mis. 76 of 
1904J05.) 

Ditto' 


C. A. C., Art. 1518. 


’Stationery Superin- 
tendent’s No. 6431, 
* dated 20th Mhi^ 
189\lj«-(Oa»G.P. 
.Hof 1890.) ^ 

Aiil629’A,O.A.O. 






48 


GAZBTTID'ATOIT AITO PBB-AODIT DIPABTMMT. 


[Chap. 3, 


CHAPTER 8-GAZETTED-AUDIT AND PRE- AUDIT 
DEPARTMENT- 


[Notb.-^AU the rules and orders relating to the above-mentioned Department have been 
traniSerred to the separate compilation called The Departmental Order Book'—Gazetted-aodit 
Branch.”! 
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a 

' CHAPTER ^PENSION DEPARTMENT- 


Constitution and Control . 

1. This Department consists of seven Clerks and one Apprentice* 
The work connected with Pension reporting is usually under the charge 
of an Assi^trtnt Accountant-General, but all important cases and Pension 
Reports in which orders are requii e i are submitted to the Accountant- 
General for approval. The work relating to Pension Audit is generally under 
the charge of an Assistant Aocoantanl-GenerAl or the Chief Superin- 
tendent. 


Distribution of work. 

2. The Gerk in charge of the Department prepares all reports on 
applications for pensions and gratuities, conducts all correspondence connect- 
ed therewith, disposes of all important oases relating to the work of 
Pension audit, evamines all periodical Reports and Returns as well as all 
work (except Pen ion Schedules) betoro it n subnitted to the Gazetted 
Officers, and lastly s ip^rvi's'^s the work of the Clerks omployed under him. 
The Second Clerk vor.fic-. ill Service Statements, audits payments on account 
of gratuitie , keeps up the Register of Oommutsti ms of Pensions and Jasfirs 
and the Registers of Applications for Pensions and of Verification of Ser- 
vices, conducts all correspondence of a purely routine nature connected with 
those duti^^s, checks and compiles the Annual Mortality Returns and 
geueral’y assists the Clerk in charge. The 'Third Clerk examines 5 to 10 
per cent, ot all pension payments, preparers all periodical Reports, and 
Returns (except Mortality Returns), keeps up the Register of Siettersi 
received in the Department, prepares WeeWy List of unanswered 
Letters, examines proof of Pensian Schedules and conducts oorre^pondeiioes 
connected with the Pension audit. The Fourth Clerk prepares all Pension 
Payment Orders and Gratuity Orders, arranges all transfers of perraions 
and gratuities and keeps up the Departmepbal and Issue Registers. The 
Fifth, Sixth and Seventh Clerks audit Pension payments, dispose of State- 
ments of Arrears of Pensions of the districts as&igne 1 to them, banoel all 
Pension Payment Orders of deceased atid other pensioners, make the 
necessary entries from Pension Parent 0«ders into the Audit R^^gistears, 
require the punctual returu to this office of such Pension Payment Orders as 
should be submitted uuder exi'.tiug rules, and make annual enquiries 
regarding pensioners of over seventy years of age# The Apprentice assists 
the Second and the Fourth Clerk. 
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Applications for Pensions and Gratuities and Verification of Services- 

3. When a statement of services is received for verification, it 
should be seen if it is complete. If the person wliose service is to be 
verified has not received, it the certificate, required by Article 907 (6) of 
the Civil Service Regulations should be called for. If the statement of 
services shows that no leave was tak^^n by the applicant during his ser vice* 
a certificate to that effect should be required. When the statement of 
service is complete, the verifier should, in the case of non-Gazetted 
OfiScers, verify the services with the establishment books as presciibed by 
the Code, note the result in the form prescribed for the purpose and place it 
before the Clerk in charge who should mark on the form the particular periods 
of service which he has verified and then submit it to the Gazetted Officer 
who will in turn also verify a portion of the services claimed and note 
the fact in the document. In the case of statements of services claimed 
by Gazetted Officers the verification of the non-gazetted portion only 
should be conducted from the establishment books in the same way, the 
gazetted portion being verified from the history of services. 

In verifying services this office should not merely conduct the formal 
part of verification leaving questions that are likely to cause delay to b© 
settled subsequently. In each case when this office is unable to voiify 
any portion of an applicant's service it should be clearly pointed out in 
the memoranaum of set vices or otherwise what steps should be taken by 
the head of the uffioe t) effect verificaliou, and he should be requested to 
have the service completely verified before the officer's retirement and 
intimate the resuhi to thia office. No verification case is to be treated 
^as fiaally disposed off till all points raised by this office have been settled. 
Iiifornfation on all points which aro lik^'^ly to cause delay subsequonoly on 
receipt of thb formal application should also bj called for. If it appears 
that the appb.caau ha*- already yetirod or that ic is xiot likely his claim will 
bo settled within one month of his refeiromont, immediato steps should be 
lakeU for the issue of an anticipatory pension. 

4. Applications for pensions and gx’atuities should immediately 
on receipt in tL^ Poiisicu Dopax^tmont bo esainined to see whether 
r,hey are completo in every respect}. Incomplete applications should be 
j^turned at onco for completion, and care should be taken that all 
the defects contained in them are pointed out iu the first instance so as 
to avoid further reference, if possible. 

Free use should be made of anticipatory pensions. This office should 
take the initiative in the matter. Whenever it appears that there may 
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be such delay in obtaining final ofllers on the case, that the applicant is 
not likely to be in receipt of his pension within one month from tho date 
of his retirement^ this oflSce should call for suflSciont information to enable 
an anticipatory pension to be sanctioned. The head of the office concern* 
ed should then be informed of tlie anticipatory pension this office is pre- 
pared to sanction, and a form of the declaration required by Article 925, 
Civil Service Regulations, should be forwarded for signature and return, il 
this has not already been received in oonneolion with the voriheation of 
the applicant’s service, 

5. The average emoluments should bo calculated from the Audit 
Registers in the case of Gazetted OiBcors, 

6. The Establishment Bocks should bo in charge of tho verifier of 
Services, and should be locked up before he leaves office at the closo of 
the day. 

7. Detailed calculations in connection with pension cases should be 
drawn up on foolscap paper aud filed with tho eases to which they 
appertain. 

8. When any portion of an officer’s time has been passed in foreign 
service, the T. M. Section should be requested to ceriify that he was 
transferred by competent authority, and that the contributions on account 
of his pension have been realised. 

9. In the case of pensions towards the cost of which Local Funds 
have to contribute, the consent of the ’Local Body should be obtained in 
the form pf a resolution and submitted to Qgverumenb with the report. 

*s 

10. The following Registers are maintained in the iJepartmeiit in 

connection with applications for pensions and gratuities ^nd verification 
of service:— ' • 

(i) . Register of Applications for Pensions and Gratuities. 

(ii) . Register of Statements of Services receive(5, for verification, 

11. The first Register is intended for th® compilation of -the quarter- 
ly Return prescribed in Article 842, Civil Account Code, "and pboth Regis- 
ters supply a check against delay in the disposal of applications ^or pen- 
sions and in the verification of services. In the remarks column of the 
Register of applications a note should be made of oases disposed of by tranjpl 
fer of payment or in any way other than the issue of antioi])atory Pension 
Payment Order. These Registers shpuld be reviewed by the Gazetted Offi- 
cer in charge every Monday. They should also bo submitted to the 
Accountant-General on the first ^Monday every month for inspection. 
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12. Applications for Pensions and. Statements of Services will be 
registered in the appropriate Register before any aetion is taken on them, 
and a report of the pending oases of each of these two classes shonld be 
submitted to the Accountant-General every Monday with the weekly 
Report of letters undisposed of. 


Report on Pension Cases. 


18. Reports on pension oases shonld be as brief as possible consist- 

tent with clearness, and the following points should be borne in rnind:- 

(o). Whether the prescribed conditions of pensionable seivioe 
have been fulfilled. If any service is disallowed, the 
reason of the disallowance and the effect of it on the ap- 
plioant’s pension should be described. The conditions 
under which doubtful service can be accepted and breaks 
of service condoned shonld also be explained, and if the 
service has been partly superior and partly inferior the 
length of each kind shonld be slated. ’ 

(S). Wkoaerft,r. Ii.ab6ea any irragdar graat oi leave, and 
what action has been taken or is recommended. 


(f) 


(d) 


ihe reason of any difference between the amount of pension 
admissible as calculated by the Departmental Officer and 

that arrived at by this Office should be explained 
(e). If the applicant is d.ead, the fact should be mentioned. 

ifi. Whetjer a-PJ'^scn invalided baa been retained in service after 
charged before the certificate was given. ^ 

Whether themedical certificate received certifies that the ap. 
pkojM.n „»pn..,.t,a &r.knpnUio »rvi»„n 
to to Department to nkiok he belonged. H it oertiiee 
partiPl incapacity, Article 447 (b) of the Civil «J ■ 

Begnlations shonld be quoted. ^ 

The Government ^ving ruled that when more than 80 days 

el^se between the actual retirement of an Officer and the firsi 
submission of his appHcation for pension or gratnity, or 

thIdaTort“f*^°**^® application in, and 

date of itstraasuussion from, any office, a full explanation 


(&)• 


(h). 
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of the cause of the delay should be laid before them, the 
Peasiom Reporter should be careful to see that the necessary 
explanation is attached, or if it has not b<»en received that it 
is called for and submitted to Government as soou as possible 
after the application has been forwarded, which should not, 
however, be detained for want of the esplanation. This ex- 
planation 8hf)uld be submitted to Government, even if the 
pension or gratuity to which it relates has been sanctioned 
in the meanwhile.— (. G. P. No. 770, dated Kith Afril 1888— 
ease Pen. 54 of 1888 and order in case Pen. 188 o/ 96-97), 

(?).— If inany case any of the connected papers (including the pen- 
sion application and service- book) show that a certain portion 
of an oflScer’sservicehas been omitted to be shown in the pension 
application, this oflS.ee should see that such service (whether 
qualifying or nou-qualifyinjo;) is entered in the history of service 
on Fart II of the application. If the service is treated as 
non-qualifying, the rca«ions for its rejection si ould be given 
for the information of Government — [0. P. No. dated 
the Gth October ISOS-— case Pen. 245 of 1898-99.] (1), 

— Reminders in pension cases should be issued at intervals of not 
more than 20 days. After two such reminders have been 
issued without effect a special letter should be written to the 
oflSicer concerned. Should the special letter prove unbuoccssful 
in eliciting a leply, the oflBcerat fault should be reported to his 
Departmental Controlling OflS^isr ; and if this has no effect the 
matter should be reported to tlie Local Govern ment not moro 
than 4 monthb afeer issue of the original letter.^ 

Pension Payment Orde/s. 

14. The followiug Rogibters are maintained for Pension Payment 
Orders issued from the OfiSce : — 

(1) , Service Pensions ; 

(2) . Territorial and Political Pensions ; 

(3) . Special or Conditional Service Pensions ; 

(4) . Do. Non-Service Pensions ; 

(5) . AUowancea to Afghsin refugees j ^ 

Pension Payment Orders of t]ie 3rd and 4th classes ^re distingnished 

by the letter S. 

15. On receipt of an order sanctioning a pension^ it should in the first 
instance be checked with the report, and if it agree, should be marked 
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"examinod aad found correct,” by the person who checked it and who will 
usually be the Clerk charged with the duty of preparing Pension Payment 
Orders. The preparation of the Pension Payment Orders will then be com- 
menced. Subsequently, the necessary particulars will be noted in the 
Issue Registers and in the Audit Registers which, together with the 
Pension Payment Orders and the orders sancHoning the pensions, will be 
placed before the Gazetted Officer, in charge, who will sign the Pension Pay- 
ment Orders and initial the Registers. The Clerk responsible for issuing 
Pension Payment Orders should also note on the orders 

(1) Whether a Last Pay Certificate has been received ; 

(2) Whether any recovery is to be made j 

(3) Whether any anticipatory order has been issued. 

16. Cancellations, renewals and issue of duplicates of Pension Pay- 
ment Orders should be noted in the Audit Registers. 

17. Notes made in Audit Registers regarding deaths, transfers, &o., 
should always indicate the date on which they occurred and the entries 
should be attested by the Gazetted Officer in charge. In the case of 
transfers a note should be made both in the Issue and Audit Registers 
against the old number showing the new number assigned to the Pension 
Payment Order. 


Procedure for Audit and Review. 

18. A separate schedule of pension payments is received from each 
Treasury and is s.ent to the Pension Department by the Treasury Accounts 
Jl^partilient after comparison with the Lists of Payments. Each Clerk is 

respoifsible for receiving the Pension Schedules of districts allotted to him. 

• * % 

19i The Third Clerk (Examiner) should review in detail at least 5to 10 

per cent, of the pension payments of all the districts as laid down in 
para. 2 y^bove, and the Gazetted Officer in charge should similarly review 3 
or 4 districts eaoji month so as to have all ,the districts reviewed by hirw ©nee 
a year. Every endeavour shoulcl be made that the audit and review are 
punctually pprformed^vand that the schedules are returned to the Treasury 
Account Department at least a day or two before the dates prescribed for 
the delivery of classified abstracts to the Compilation Department. 

e « 

Objections. 

20. All objections discovered during the course of audit and review 
will be neatly written in the Pension Schedules from which they will be 
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copied into the Objection Statements by the Auditors of the Treasury 
Account Department concerned. All objections taken should be briefly and 
clearly expressed, and they should not be communicated to the Treasuiy 
Account Department for incorporation in the Objection Statements until they 
have been approved by the Superintendent or Gazetted OflScer in charge. 
Further con e^pondence connected with these objections will be conducted by 
the Pension Department. The Pension Department will also be respousiVe 
for the adjustment of objectionable items for which purpose an Objection 
Book and Adjustment Register must be maintained. 

Political Pensions. 

21. The audit and review of Political Pensions will be exactly siini-^ 
lar to that prescribed for Service Pensions, but the record of the allow- 
ances sanctioned for certain Afghans deported from Persia and Kabul will 
be maintained in accordance with the following instructions 

22. The Government of India in their Finance Department's letter 
No. 85()4, dated the 4th July 1838, having ruled that the expenditure 
connected with the allowances to Afghans deported from Persia and KAbul 
should, with effect from the Ist April 1889, be recorded in the Province 
where it is incurred, the following order has been prepared for the gu^' dance 
of the office : — 

23. It has been arranged that tie Afghans deported from Persia, 
namely, SardAr Muhammad Ayub Khan and Ins followers, who are located 
at Lahore during the winter months, and at'DalLousie for the->'suramer, should 
be paid their allowances through, and on the responsibility of, the PoliticEjJ 
Agent ill charge. These allowances are drawn monthly by the^PojiticaT 
Agent on a bill in the prescribed form, which seis forth the ^serial numler, 
name and amount sauciioned by Government for each 'person belonging 
to the party, and they should be audited in detail by the Pre-audit 
Section m an Establishment Register. For the allowances sanctioned to 
certain members of the party, who have Ijpeu permitted to* reside in the 
Punjab, but in places othor than Lahore and Dalhousie, Pension Payment 
Orders have been issued, and the amounts disbursed on these? should bo 
audited by the Pension Department in precisely the same manner as pen- 
sions are audited. That Department has also issued Pension Payment 
Orders for the allowances payable to the Afghans who ^ere expelled from 
Kibul at the time of the war, and^will be responsible for their correct and 
regular audit. Separate heads have beeu provided in the accounts and 
estimates for the Siccommodation of the allowances payable to the Afghans 
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deported from Persia and Kdbnl, respectively, and great ©are should be 
Icikenthatno confusion occurs in classifying distinctly the expenditure 
incurred- {Case 0- L T. SO of 1888 ) 

Note, gard&r MuliaTninad A}‘ub Khan and his followers have been exempted frot® 
payment of Income-tax.— (G. Foreign hept'b Telegram No, 1470 F,, daSed ^Oth Jnly 1888— 

0. 1, T, g. 80 > 

1888. 

24. In oases where special conditions are attached tathe grant of any 
Political Pensions, the Pension Payment Orders will he entered m the Issue 
Eegister maintained for special or conditional non-service pensions,. md& 
paragraph 14 (5) above. * 

District Postal Establishments. 

Record of the Services of Postmen and Village Postmen. 

26. The proceduie preacrib^-d in the Circular of the Director-General 
of the P‘»8t OflSce, No. 51^ dated 24th November 1887, for the maintenancer 
of a record of service of Postmen and Village Postmen of the Imperial 
Postal Department, having been extended by the Local Government to the 
Punjab District DAk Establishment, the recoid of the services of the District 
Dak Postmen and of the Village Postmen will hereafter be kept by Dis-- 
hurting Postmasters, and the Postal Department will in future be entirely 
responsible for the verification of their services and ages.— (Q. P! No, 2050, 
dated 18th October 1889— (Ca6e Genl, 16 of 1889.) 

Military Police Pensions, 

26. When a man of the Military Police, who has rendered less than 
21 years* army^ service, is award^^d a retiring pension, the charge should 
be debited to the Civil Department; and the same course should be followed 
j&hen ah invalid pension is granted to a man who has less than 15 years* 
arthy "service. ^ Thd^ retiring pension, however, of a man who had 21 years* 
army pervice, or over, and a man who is awarded an invalid pension in 
respect of army service which would have qualified him for an invalid 
pension under Military^rules should be charged to the Military Department. 
•— .(G, i,, Jf. D, No, 885-P, dated VI ih January 1893, received with 
Q, I., F , D, No. dated 28rd February 1893— ca^e G. L 53 of 
1892.93). r 

Rajputana-Malwa Railway Police. 

Applications for pension on behalf of members of the ahovw 
mentioned Police Force should be reportecfon by the Accountant-General, 
Bombay.— (1^65. No. 5079, dated 22nd July^lSQi^ by the Bombay Government 
received with that Goveinmenffs No. 6081 of the same date^ase Pen. 95 of 
1895.96.) 



Chap. 4.] 


PENSION DEPAHTMBOT. 


57 


Ecclesiastical DeiDartment. 

Retirement of Chaplains. 

28. Applications from Chaplains to retire from the service should be 
forwarded to ih«" Comptroller-General with the details necessary to com- 
plete the Sei vice Register of the OfiScer for the current year,— (0, QJa 
Nu, 186 A,, dated Qth Apfil 1880 — ca8» C. (?. 59 0/I88O). 

tStationery and Printing. 

Press Servants. 

29. The Superintendent of the Panjab Government Press, Lahore, 
has been authorized to attest the entries in the service books of the Press 

— ((?. P. No. 1164 8.^ dated i9th September 1899,— case G. P. 41 
of 1899*00.) 

Joint Pension. 

80. When under the terms of the grant a doubt exists whether a 
pension lapses on the death of the pensioner, or when the pension was 
granted to two or more persons without de6ning their shares or specifying 
thrt pension was to continue for the lives of both, and one dies the case must 
be repoi ted for tho orders of the Local Government.— (Beu. Oir, No. 38 
para. 2, ruleXXX.Vl). 

Invalidment of Officials. 

31. As regards Policemen of and above the rank of 1st Grade 
Sergeant, the existing arrangements will continue, namely, that they shall 
be examined by the Military Invaliding Committees which, under the orders 
of the Government of India, Militaiy Department, No.^l26S S., dated 81st 
July 1878, assemble periodically for invalidments from tKe^rmy, ,Polic<^ 
men of lower rank will be examined by the Civil Surgeon of the distiyiot, 
the opinion of a second Medical Officer being obtained when it i« cor.&idered 
necessary or can be had without iuconvemence. 

32. In the case of officials belonging to other Departments, the 
following procedure should be observed. Every applicant for an' Invalid 
pension or gratuity who has to appear brfore an Invaliding Board will, in 
the first instance, be examined by the Civil Surgeon or other Officer in 
medical charge of the district in which he is serving, or by* some other 
Medical Officer of not less standing. The Civil Surgeon or other Medical 
Officer will state his opinion in one or other of the forms of oertificate<based 
on Article 491 (a) of the Civil Service Regulations, an5 make it over, with 
certain other documents mentioned by Government, to the applicant with 
instructions to present them before the Medical Board or Committee. 
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88. Brides the present Medical Board at Lahore, there shall be a 
Standing Invaliding Committee, at Delhi, Mooltan and Bawalpiudi At 
Delhi and Bawalpindi, the Committee shall b© composed of the Civil 
Snrgeon of the District, a Commissioned Medical Officer in Military 
employment, and the Senior Assistant Surgeon on duty in the station. At 
Mooltan, the Committee shall consist of the Civil Surgeon, the Snperinterd- 
ent of the Central Jail and the Senior Assistant Surgeon. The President 
will always be a Commissioned Medical Officer, and the senior when there 
are two on the Oommittes. The districts for which the Board at Lahore 
and the three Standing Committees above-mentioned have respectively 
been appointed are as follows : — Lahore — Jullundur, Hoshiarpur, Kangra, 
Ferozepore, Amritsar, Gurdaspur, Gnjranw^la and Lahore ; Delhi— Delhi, 
Gurgten, Hissor, Rohtak, KarnAI, Umballa, Simla and Ludhidna; Mooltan 
— Montgomery, Mooltan, Jhang, Muzaffaraarh, Dera Ismail Khan and 
Dera Ghfoi Khan; R-Atvalnindi — ^Bannu, Jhelum, Guir^fc, Shahpur, Rawal- 
pindi, Peshawar, Baz^ra, Kohft and SMlkot. 

34, Every applicant for Invalid pension or gratuity must appear for 
examination befor;* the Invaliding Board or Committee appointed for the 
district in which he is serving, unless he is an inferior servant as defined in 
Article 434 of the Civil Service Regulations, or is certified by a Commission- 
ed Medical Officer or Medical Officer in charge of a district, to be unable to 
travel on account of physical or mental incapacity. In these cases except 
when a second opinion is necessary under the provisions of Article 487 
(6) of the Regnlations «nnd can conveniently be obtained, an invalidment 
certificate by a single O^.mmissioned Medical Officer ( r Medical Officer in 
charge of a district, ^may be snbiQftted, the Local Government being left 
decide in eaoji case, when dealing with the pension application, whether 
" of not.the applicant^ should be required xo undergo further examination. 

^ (Res.hy the P. No. 11?S, dated 29th June 1893— case Mia, 154 of 
1891-92’.) 


^ Report on Arrears 

35. A pension case alniuld not be omitted from the list of arrears 
unless it has been finafiy and completely disposed of within the prescribed 
period by verification or submission of the report, as the case may be. In 
the h\lf-yearly report of arrears, however, a note should be appended 
showing the numbeS- of pension oases over fifteen days’ old outstanding in 
consequ-^iifo i f Mibsequent reference mader— (tl. G.’s No, 1969, dated llth 
March 18?6 - cme C. G, 12 of 1892-93) 
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Extraordinary Pensions and Gratuities from Local Funds 

36. No grant in the way of either a pension or gratuity may be made 
without the sanction of the L ical Government, from District or Municipal 
Funds, to the family of any servant of a District Board or Municipal Com- 
mittee, who being dosj)atchod on duty to a place where disease in an 
epidemic form is prevailing, himself contracts tlie disease and dies. — (6r. 

P. No. 808, daf?d Tth May ]o94 - mse G. P. 24 of 1898-94.) 

Recovery of amounts overpaid to Pensioners. 

37. [t has been decided by the Comptroller-General that the term 
pay and alh»wancps’* as used in the Government of India Kesolotion No. 
998R, dated the 2nd March 1896, (on which Article 5 and the concluding 
portion of Note 1, under Aiticle 972 of the Civil Account Code, are based) 
applies to allowances for current service orly and not to pensions. Pay 
may be drawn in excess through ignorance, but when false certificates are 
signed, no ground exists ter treating the pensioner^ leniently, and an 
Account Officer should recover overpayrnfiits fhas wronjjly obtained 
wi^hmit reforring to a Local Government.— (C, Vo. 705, d:if3i the l^th 
August 1896— La. 25 of 1895-96.) 

Pensions of the ex-Royal Family of Delhi 

38. Th^^ uilcs governing the grant of pensions to the Oudh Royal 
Family have been extended to the Delhi Royal Family These rules nil! 
b© ionnd in case D, 39 of 1891. 

39. It was recommc-mled by th»- Punjab Government that in the case of 

exih ting fern ale p msioners ot the e\-R yal Fjimily of Delhi, piepauat'i.n ^ 
of descriptive lolls in the manner prescribed in the G. D., Resoltuiop 

No. 3757, dated IQtl) Oe’oher 1883, should be dispensed wi Mi,.* and that 
the present practice ol! iJentiiying ladies be allowed fo continue,** the 
certificate of the rrcognized leading member of the family being accepted 
as sufEcioiit eviJ iice chat the ladies to whom pensioifs have been granted 
aie blib alive. But t.^al the terms of the Resolution above quoted may be 
stiic'y j.n future m all cases in which pensions lapsing on the 

death ol grantee-^ may, under the special sanction of ?he Government of 
India, be contiracd to their daughters or other female dependents. These 
recomnaendatiOLs w^ re sancMoned by the Government of India, but it has 
since been decided by the same Government that the conJession made in 
1883 may be extended to the holdeijs ot pensions subsequently granted. 

(G. I., F, D., No. 2527, dated 3 Is/ July 1884, and No, 4i194i P., dated 3Qth 
October 1897— case Q. X 

1883 ,; ^ 
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Pensions and Gratuities of Cantonment Fund Employes 

40. It has bpen decided by the Government of India, Military Depart- 
ment, that the grant of gratuities and pensions to Cantonment Fund employes 
is not permissible under the Cantonment Fund Rules.— M, P., No. 
1286 C., dated 16th July ^ received with C. G.^a No, 852, dated 26th 
July 1897-case Q. L ^ 

Pension of a Government servant compulsorily transferred to an 
appointment paid by a Local Fund. 

41. It has been ruled that when a Government Officer is compul- 
sorily transferred to an appointment paid by a Local Fund, and is subse- 
quently dismissed therefrom, he has no claim to a pension or gratuity, but 
that if the Local Government consider that he is deserving of a compas- 
sionate allowance, it may award a pension not exceeding that which 
could have been granted as a compensation pension on the termination 
of the officer’s service under Government.— J., F. D., Be$. Ac. 

819 P., dated I9th February 1896— case G. L ■ \ 

1895"9o* / 

Continuance of a Pension. 


4a. When the continuance of a pt-usion is sanctioned, payment 
should be anthoiized from the date of lapse of the former grant, unless 
some othtT (iate is specifically mentioned in the order. — [Case G’vpur, 

Exemption from Income-tax of allowances to Native Chiefs and 

Jagir Incomes. 


43. Allowances made to^ Native Chiefs under treaties in respect of 
or iu compensation for payments which wonld have accrued to them in 
their own Sfates, had not these treaties been made, will ordinarilv be 
exoraptei from Incom6-tax.--(0 L No. 88], dated Srd March 18S1~case 


44. Jagir incomes are exempted from payment of Income-tax under 
Act n of l886.-(ff. P. No. 1041, dated im April 1886, received with G. 
P. No. 7133, dated 'indA^il 1^87— case Genl.-^ ^ 

* iisfat)*/ 

"Pensioners of the Straits Settlement Government. 

^ 45. The Government of India do not arrange for the pavment of 
the pension of a pensioner belonging to the Perak Sikhs in any country 
except India. If a pensioner desires the payment of his pension to be 
transferred outside of India, he should address the Hon’ble the Colonial 
Secretary, Singapore, direct.~(Gi. J., F. D., No. 1707, iaUd 22»d April 
1892-c«se Amr. 



Chap. 4.] 


PENSION t>EPABTMBVT. 


1 


61 


Enquiries by Government under Article 458, Civil Service Regulations. 

46. Enquiries instituted by Government under the provisions of 
Article 458 of ilie Civil Service Eegnlations should not be communicated 
to the OflScers regarding whom they are made. The enquiry is of a confi- 
dential nature, and neither ifc nor the report thereon should on any 
account be coramunic »ted to the OiEcer concerned. — (G. P. Cir, No, 91104, 

dated SOth May 1881- case G. P. i^*) 

Pension earned by service paid from the late General Local Fund, 

47. It has been decided by the Government of India that the General 
Revenues ‘^should be charged with the share of any pension earned by quali- 
fying service paid partly from those levonues and partly from the old Punjab 
General Local Fund, which may be found to be due accurdinsr to the Rule 
of proportums for the Local Fund Service. {GJ,, F, D , No, 3959, dated Ihth 

Sepiemher I o93 — case Pen. isoHT^O 

List of Reports and Returns. 

48. The following list gives the Returns and Reports, for the correct 
preparation and punctual despatch of v/hioh the Pension Department is 
responsible ; — 


Name of Return or 
Report 

When due. 


Daily. 

Attendance Register ... 

Every morning... 


• 

Weekly. 

List of Arrears 

Evpry Monday... 

Register of Pension Ap- 
plications and Verifica- 
tion Cases. 

Every Monday... 


1 



G. *0. in 
charge 


Accountant- 

General. 

G. 0. in 
charge 
(submitted 
also to A.Q. 
on 1st Mon- 
day in each 
moath.) 


Authority, 


P 3, Chap. 1 
Office Atanniiyi. 


Para. 64, Chap ], 
ar4 paras. 11 and 78, 
Chap, C, Office 

Manual* 
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jr. 



j Quarterly. . 

I !6tb Juljf, I5th ’ Fina ii c i a 1 


Pt^nsiou Caaes 

October, 5th 
January, and 
I5th A[iil 
Both July, BOth 
October, 3Uth 
} January, and 
I 80tb April, 
j Half-yearly 

Annuities and psnaioos | 15tb May and 

i 5th Nt> member 


S pecial ly chargeable 
allowances 


^ paid in Jndia <o retired] 
Indian Civil Seivanis| 

Mortality of Marine 
Pensioners. 


Yearly. 

Ist Jane 


D e p a r t- 
ment 

Comptroller- 

General. 


Extraordinary Pensions April 
am* Gianntn^a ' 


H ! Mortality of Pensioners 


Comptroller, 
India 
Treasnries. 

1 Examiner ot 
^ Marine Ac- 
' counts. 

1 

I Q. 1., P. and 

I 0. D. 


4 ' Crp.M'al Annual 
quiries. 


En- 


Keporti of death of 
Perjik Sikh Pensioners, 


N on -service Pensioners 


Death of European Pen- 
sioners. r 

Return of Non-seryice 
Pensioners, 


Casualties araon^g 
tried Royal Jndiau 
Marine Officers. 


Ist September... Fiua n c i a 1 
1 D ( p a r t- 
I ment. 

15th November T t e a s u r y 

j Officerf' 

1 

loth p December I Comptroller, 

1 n d i a 
Trea®uiie«» 


10th Maich 


Occasional. 
When even: oc- 
curs. c 

Every 5th year 
in March. 


loth July, 10th 
October, lOtlj, 
January, and 
10th April. 


Punjab 

Govern 

meufc. 

Do. 


Do. 


Duector of 
the Royal 
India n 
Marine, 
Bombay . 


Artiolo 842, C. A. 0. 


Article 1313 0. A. C 


Article 8fi0, 0. A 0. 


T/rirines No. 4230, 
liated 28th January 
1880. — (Com Mto, 

Article 850, 0. A, 0. 


Article 858, 0. A. 0. 


Arlicio S61, (’ A. C 


0. 1. T. s jNo. Ac. , 

r? » 

dated 28th Auguati 
iS05 — (Cas.5 Pen, 
,T^.V h 

Cises G. P. ana 

P • TtTT- 


Article 856, C. A. C- 


G. P. No. 29, dated 
lltli 0 an nary 1S84, 
and No. 352, datt>d 
12th May 1884 — 
{Case G. P. TiS?). 

0. G.’s No. 500, dat- 
ed 2nd June 1897. — 
Case 0. G. ttvt!w*) 
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CHAPTER 7.-RES0URCE DEPARTMENT* 

Constitution, Control and Distribution, 

1 , The entire work of the Department is performed by a Superin- 
iendent, one Clerk and an apprentice attached thereto, under the immediate 
control of the Acco’dutant'General, under whose orders the movement of 
funds from one Treasury to another, or payments from the Currency Agencies 
to Treasuries auJ vice vend, are regulated. Tlie Chief Superintendent 
a^^sists intho disposal of all routine matters. 

Distribution of funds, 

2. The Punjab and North-West Frontier Province as a whole are 
delioit Proviin*'*a and have cu be supplied with large remittances from other 
^»rovinces. The circumstances of each Treasury in the Punjab regarding 
TResonrc(* Tnatte»*8 are sfiiied below — 

Amrits'ir This is a dednr Treasury throughout the year. Tho 

deficit is supplied from Lahore and Gurdaspnr and also 
by the issue of Foreign and Local Supply Bills. 

Attook The Treasury h a deficit one and is replenished by remit- 

tances from Ravvolpiiidi. 

Bannu ... Is deficit. Tho deficit is supplied from the Local Cur 

rency Agency winch receives its supplies of notes from 
Lahore. There is also a demand for Supply Bills (both 
foreign and local). 

J)^rR Ghazi Khan... The Treasuiy is deficit practically throughout the year • 
The deficit is usually supplied from Muzaffargarb. There 
is also a Cuir^ncy Agency which receives i^s supplies of 
notes from Lahore. ' ^ 

• • • 

[)eralsraaii Khan... The Treasary is deficit almost throughout tho yeai^^ and 
is fed usually from Muziiffargarh, Shahpuh and Lyallpur.' 
There is also a Currency Acrencv^which is aupplfed with 
notes fiom Labor \ it aUo issues Supply Bills for large sums 
(both Foivign and Local;. • 

Delhi . ... The Trea««uiy is deficit throughout ifie year. The deficit 

is supplied trom thf Loc.al Agency Chest, whi^^h is in tut a 
repIenKhed with coin £rom’*Hisaar, Rohtak, GurgAon, and 
by Foreign iv*mittanees, ^ 

Ferozepore ... Tbv<» Tioasu.-y is a surplus one.* The surplus chiefly 
withdrawn by means of Supply Bills . 

GujrAnwala ... I Tho Treasury is surplus. Tho surplus is used for supply- 
j ing kSialkot, B-n^alpiudi and Peshawar. • 

Gujrai ... ...I Troa'^.nry is •ordinarily surplus throughout 1 he ysar. 

I The surpluti is remittuo to Rawalpindi 
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Gardfispur 

Gtirg4o& 

Hiss&r 

Hosliidrpur 


Jbang 
Jhelnm 
Jullandur ... 

Eaiagra ... 
Eohat 

Earnal 
Knrrazn ... 
Lahore 

Lndhi&na ... 


The Treasury is self-supporting. There are large de* 
manda for notes which are supplied from Lahore. The 
com obtained in lieu of those notes is remitted to Amtitsar 
and Kangra. 

Is ordinarily a surplus Treasury throughout the year. 
The surplus is remitted to Delhi. 

Is ordinarily a surplus Treasury throughout the year. 
The surplus is ordinarily r.'^noved to Delhi. 

A surplus Treasury in oidinary circumstances. The sur- 
plus is remitted to Jullundur. 

The Treasury is deficit almost throughout the year. The 
deficit is supplied from Lahore. 

Is ordinarily a surplus Treasury. The surplus is remitted 
to Mooltan and Lahore. 

The Treasury is a deficit one. The deficit is supplied 
from Lahore and Shahpur. 

The Treasury is ordinarily a surplus one. The surplus, 
together with fund‘d received from Hoshiarpur, is remitted 
to Uriiballa and occasionally to Lahore. 

The Treasury is deficit throughout the year, and its re- 
quirements are generally met from Lahore and Gurdaspur. 

The Treasury has to be fed almost throughout the year, 
ty transfers from the local Currency Agency, which is 
replenished by remittances from Lahoie and Banna and 
also by the issue of Foreign and Local Supply Bills. 

Is ordinarily a surplus Treasury throughout the year. 
The surplus is remitted to Umballa and Simla. 

Tho Treasury is dc-fioit throughout the year. The deficit 
is supplied from Kohat. 

Is surplus thronghoufc the year. The surplus is removed 
by transfers to the Remittance Treasury and by remit- 
tances to other districts as required. 

Is self-supporting. 


Miauwali ... 
Lyallpur •«« 

^ A 

Mooit^n ... 

e 

Montgomery r 
Muzaffargarh 


••• 


The Treasury is ordinarily a surplus one. The surplus 
is remitted to Dera Ismail Khan. 

Is surplus throughout the year. The surplus is withdrawn 
by issues of Supply Bills and by remittances to Mooltan 
and Dera Ismail Khan. 

Is ordinarily a deficit Treasury throughout the year. The 
deficit is supplied from Jhang and from the Local Currency 
^Agency Chest, which is supplied with notes from Lahore, 
^and occasionally from Lyallpur. 

Ordinarily surplus throughout the year. The surplus 
is remitted 'to Lahore and Mooltan. 

Ordinarily surplus throughout the year. The surplus is 
reuritted to Dera Ismail Khan and Dera Ghfizi Khan. 


Beshawar ... 


Rawalpindi 


c 




Is deficit throughout tho year. The deficit is supplied 
from the Currency Agency Chest, which is fed by remittan- 
ces from Labor, and Gujr^nwala and by the issue of 
Foreign and Lp^aI Supply Bills. 

Same rem .,rks ar asfain^t Peshawar above. It also re- 
ceives help from Gujrat, Gujranwala and by the issue of 
Foreign and Local Supply Bills. 
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Bohtak Mf 
Sidlkot ... 


Shahpur ... 
Simla 


Umbdila 


The Treasary is ordinarily surplus throogliout the year. 
Remits i^a anrpluR to Delhi. 

The Treasury is ordinarily deficit throughout the year. 
The deficit is supplied from the Curreney x^«mcy Chest, 
which is replenished by reniitiaiices f»om Lahore and Guj- 
ranwala and by the issue of Supply Bihs. 

Is ordinarily a surplus Treasury throughout the year. 
The eurplus is remitted to Dera Tsmaii Khm and Jhelum. 

Is ordinarily a deficit Treasi ry thr.nighont the year. 
The deficit is supplied by tran'^h rs fiom the Currency 
Agency Chest, which is lopViiished with coin from 
Umballa and with notes from Lah »re. It also Lsues Sup- 
ply Dills, both for rign and local, for con.sidei able sums dur- 
ing the summer months. 

Is ordinarily a deficit 1’reusnry tlnonL:hout the year. 
The deficit is supplied by tr iiis f.s ’*fOTn the Currency 
Agency Chest, which in turn rof‘oi\ <*oi!. from Jullnndixr, 
Ludhiana, Kama! and notes from L'lhore. It ulho draws 
Supply Bills. 


3. The circumstances of the various Troa^iirios aw set forth above 
have been reported to tiie Coinptrollor-Gonerf’l, find under his orders 
it is necessary to communicate to him iinmeuintol\ any changes mado.— 
{0. G^s No. 1720, datfd 2Tth January 1893 — cattn 0. G. 

Remittances for Hazara^ Bannu and Dera Ismail Elian. 

4. In the case of remittances oroernd to ilazara nnd Banim, 

one week^s previous notice at least t^hould be given to the District 
Superintendents ot Police at tho*e stations to einblo u»vuu to arrange for 
a relief guard. — iC^ses R, P, , B. P. and Ba^u *JU). In 

the case of remittancow ordered to Dera Ismail Khau, they slu»Lild be 
booked via Lala Musa to Darya Khan. — [Lahore 1). /S' PJh No. 2394 T 
dated 18th isovemher 1896 — caf^e JD. J. K. — f r-ry-)* • 

Transfer of money from Treasuries managed by ^ranclies of the 
Bank of Bengal to Currency- 

5. In future when transferring mon^y trom the Treasury balance 
held at a Branch Bank of Bengal to the Currency, tlj^e following points 
should, as a rule, be kept in view and acted upon as far as possible • 

(a). Three days’ previous notice should he given to the Age^t 
of the Branch Bank of B^ngnl, but if the ctreumstanoes do 
not allow of such^a long notice, the orders should be 
issued by an urgent telegram and the Bank Agent inform- 
ed of the latest date on which transfer should be made. 
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(b). When a trnnafer is ordered from a Branch Bank at a certain 
station to the Ourrencjy, and if the Agent at that place 
desires that money be taken from the Branch Bank at 
another station or at Calcutta, this course may be accepted, 
proYided . (1) there is a Currency Agency at that station, 
and (2) the Bank Agent agrees to give the money at the 
station vvhere th<‘ tiansfer was ordered, if required here* 
after.— (0. G's Wo. 420, dated 9th February 1?89—- caae 
C. G. -JL.). 

1889 

Local and Foreign Remittances* 

6. Foreign remittanoea are received and sent under orders from the 
Comptroller-General, on receipt of whose orders for the despatch of a 
remittance from a Treasury in the Punjab an order, either by letter or 
telegram acoorcling ro the circumstances, should be sent to the Treasury 
concerned. Th<> leci^ipt and despatch of remittances should be telegraph- 
ed to the Comptroller-General immediately the Treasury Reports are 
recei\ ed . 

7. Local remittances are usually made on applications received from 
Trec.sury Ohiceis, and orders issued on the printed form presoiibed for the 
purpose. 

8. The rerrittances ordered should be imnaediately entered in the 
Remittance Reuistor piovided for the purpose. These entries should be 
checked with the niein(»r»snda attached to the Cash Balance Reports. 
The columns “ amount remitted and amount received ” should be t >talled 
andtbe balance jn tian&it r/auck, which should agree with the balance carreid 
forward by terns to next momh, and should bo agreed with the detail book. 
The H mount of l/=)oal remittances in transit shoula be communicated to the 
Compilation Department l^y the 7th of the following month. 

Specie remittances booked by Railway* 

9. It has been arranged with the Railway Department that in future 

railw'ay freight on Government treasui’e will not be paid in cash but by 
credit notes. ^ 

A cor^solidated^bill ^11 be submitted every month to this office by the Ex- 
aminer of Railway conci rned and supported by credit notes which on receipt 
will be checked by the Resource Section and, after audit and being passed by 
the Gazetted Officer in charge of rQutine work, will be returned to the Exami- 
ner, The amount of this bill will then be debited by the Examiner in 
his Exchange Account with this office {letter No. B. 5828, dated mh July 
1905 cmd No. 5290 B., dated 25th June 1906— ca^e C. Q. 9 0/1902-08), 
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Audit of charges for Eemittance of Treasure* 

10. All bills for charges on account of remittance of treasure mado^ 
outside districts, as well as for charges incarred in remittin*x copper, both 
witbin and without districts, will be audited in the Besource Department, 
and dually passed by the Gazetted officer in charge. 

1 ] . The bills after audit are entered in the combined Audit and Tele- 
graphic Register and after they have been passed by the Gazetted Officer in 
charge routine work, will be returned to the Auditor from whom they 
were received. 

All objections raised on bills will be communicated by the District 
Auditors through their Objection Statements. The Resource Section, 
however, will be responsible for taking initiative action by special letters 
rega umg items the amounts of which enter the money columns of the 
Objection Statements. To enable this section to keep a watchful eye on its 
objections it will maintain a Register of Objections in skeleton form, in 
which references to letters issued and entries ot items cleared will be en- 
tered. This Register should be sent to the Officer in charge oncb a 
fortnight for review. All items cleared will be communicated to the 
Auditors concerned for removal of the items from their Objection Statements. 

12. The audit of these bills should be punctually performed and the 
following points should be borne in mind 

(a) that the remittan-ie charsied for was realjy made and author- 

ized and that the amount ol It agrees with the remittance 
order; * • 

(b) that the rates are in accorcance w(ith the sanatiopod scale 

where a scale has been prescribed, and thaft in other cUses 
the charges are non excess’ve ; 

% 

(c; that the Banks when sendir.e cash remittances to SuJ^-Treasnrie 
within the distiict may depute PutdArs at the expense of 
Governcnenl. — (C. G.^s No. 1678, dcf,jed Janua^'y 1896— 

C(IS6 Gt G. 

% 

(d) that a Potdar’s certificate is attached to the bill in which the 
pay of the Potdar is chaived. 

13. The following rates for the conveyance of treasure by road m 
Province^ have been brought together with a view to help the Resource 
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Department in auditing bills for remittance charges. It should be 
understood that the rates are mamma, and that "while on the one hand 
they cannot be allowed by this oiEce to be exceeded without a full 
explanation, they should not, on the other hand, be invariably worked up 
to as a matter of course, hut every effort should be made to transport 
treasure as ecouoiuically as possible. 

14. The or<lipary rate for the hire of a cart drawn by one bullock is 
seven annas for a sbf»ge or ten miles, but for all stages west and north 
Lahore, and also between Mooltan and the Derajit, a special rate of eight 
annas a day for ench bullock is permissible. When carts are engaged for 
a month or urwar^is, wbi'*!! will seldom or never be the case, the rates of 
hire are to be detcrmiued by mutual agreement. 


15. For carets emplcyad on bir roads, n‘!iiely, the stages between 
Eawalpindi and Miivree, Pojfih^nfcot and Dalhousie or Norpur, Hoshidrpur 
and Dhar*;!!:, Lin, and lo^* aP of tho same character where the wear- 
and-tear is minsu lUy [;,Toa<i for carts and ca^ tie, a rate not exceeding 
twelve anme a day for each bullock js authorized. For all roads in hill 
tracts in the Dera Ghasi Khan District rupee Mie per stage per bullock 
is adrais^^ible. For the EokRt»-B«mmi road a special rate of nine annas per 
stpge.per bullock is also admie-iblep 

16. The ratos prescribed for other descriptions of cariiage are as 
follows 


For 3 camels or moro, six annas each per day. 
3 } 2 do. ^ seven annas do. 

^39 r 1 do. eight annas do. 

Mules and ponies’, six annas do.**® 

Demkeys, three-and-half annas do. 

Bkkas, twelves annas do. 

SpeeM rates for Camels^ 


^ District, 

r 

r 

Road, 

r 

Rate. 

Gurdaapuj: 


Iratln nkot-Dalhousie 
load 

Rupees 4 and annas 4 par camel 
f^r the whole distance. 

Mazara 

S i 

AH pljna vuads 

S Annas per camel per stage. 

r 

... . 1 

1 

All mil „ 

1 

»» J7 >» » J» 


? “r® isfceiiannabperdiem. This rate was com- 
.tysMh 18^ Comm.8.,ui,e,- reference to an objeotaon rained by tluB office on 






District. Bead. Rate. 


Dera Gliazi Kban ... Hill tracts ... Thrse or more camels 12 annas 

each per stage. 

Two camels 14 annas per stage. 
One camel one rupee per stage. 

Rawalpinfli-M nrree Three camels or more 8 annas 
road. each per stage. 

Rawalpindi-M n r ree Two camels 9 annas and 6 pies 
rond vid Karar and each per stage, 

within the district. 

Road from Murree 

Rawalpindi towards A.bbottabad One camel 11 anna per stage, 

iioad from Murree i 
towards Kohala. f 

Rawalpindi to Murree Three or more camels 8 annas 
vid Karur. each per stage ; Es« 10 each 

j per mensem. 

Kohat The district generally Two camels 9 annas each per 

stage ; Rs. 12 each per mensem. 
One camel 10 annas per stage 
Rs. 14 per mensem. 


17. For carriage employed in any part of the Punjab daring the 
rainy season, or between the 1st of June and Ist of October, an additionalr 
charge equal to 25 per cent, of the hire Wiat would otherwise be admissible 
may be allowed, ■' ^ 


18, The authorized loads are as follows 


Description of carriage. 


1 4 Bullock carts. 

2 3 9} a 

3 2 99 )9 

4 Camels 

5 Bullocks ... 

6 Mules and ponies 

7 Donkeys ... 

8 Coolies 


Paklla road 

in 

plains. 

20 

Mannds. , 

15 

99 

10 

99 

5 

99 

3 

99 

3 

19 

U 

99 

30 

Seers. 
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19. In the case of remittances made to the Oarrenoy A.genoy at Delhi 
Bs. 5 may be allowed for the coanting, &c., of one lakh of rupees, instead 
of Rs. 44-0 admissible under note 2 to Article 664 of the Civil Account 
Code.— (reJjy D. OJs No. 668, dated 11 th June 1886-case D. 

20. Charges for the remittance of copper coin should be supported 
by detailed bills, remittances of uncurrent coin by Mint Masfcer^s receipts, 
and other charges by payees* receipts. The entire expenditure should be 
charged to Mint.** 

Resource Estimate 

21. On receipt, the distiict estimates should be esiamined to see : — 

(1) that the opening balance of the current month agrees with 
the closing balance of the previous month as shown in the 
Cash Balance Report | 

(2) that the foreign and local remittances ordered have been in- 
cluded ; 

(3) that an explanation is given for any unusual or large provision. 

22. The Treasury figures should, where necessary, be altered in 
red ink according to the information available in the office. 

23. The chief points to be noted in connection with the preparation 
of the Provincial Resource Estimate are : — 

r 

(o). Forejgp rmittnnces'are inolnded, as far as known, np to date 
and no estimate is made for fntnre remittances. 

(6). The Ed&ouroe Estimates for Febraary and March should be 
compared with the figures suggested in the Budget Notes 
and should be prepared in consultation with the Budget 
Department. 

<- 

(c). Tho amount paid op account of subsidy to the Amir of 
AfghduistSn should be shown under the head “B” expenditure 
arad not India”— (0. G.’s l^o. 1087, dated 25th Septemher 
1890— case G. G. 

ff 

24. If it becemes necessary to telegraph the figures of the Resource 
Estimate under Article 1482 of the Civil Account Code, it should be done 
in the order prescnbed by the Comptroller-General in letter No. 1984, 
dated 10th January 1887.*-.(Coge C. G.^isr)' 
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25, In order that the monthly figures for each head shown in the 
Provincial Resource Estimate for a series of years may be available for 
comparison, the existing R<»gister of ^Actuals should be kept up in the 
Besource Department, the figures under each head being posted into tho 
appropriate monthly columns from the Civil Account prepared by the 
Compilation Department. 


Cash Balance Report 

26 On receipt the Treasury Cash Balance Reports should be examin- 
ed to ascertain ; — 

(1) that they are arithmetically correct } 

(2) that they have been properly attested in accordance with 
Articles 385 and 386 of the Civil Account Code ; 

(8) that the remittances intimated to have been sent, or ack- 
nowledged to have been received, have been shown in detail. 

27, The figures should then bo posted into the prescribed broad 
sheet, which contains columns according to the arrangement follo\/ed in 
the Pfovicinal Gash Balance Report. 

28, The Comptroller-General telegraphs monthly about the 9th 

(a) the total cash balance in the Civil Treasuries of the Government of 
India and at the credit of Government in the Presidency Banks and thtir* 
Branches on the last day of the pi eceding* month, and (6) the total of cash 
balances on the same date in the ennenb and the two preceding years. On^ 
receipt of this telegram, the second figuie* should be cheoxe^d by agreeing 
it with the sum of the first figure and the coirespondiii^ figures for t^o 
years shown in {Statement JB, (0) (Cash Balance Revised),, The figui;ps for 
the three years should then be communicsjted to the Cinl and Military 
Gazette,'^ the Tiihune,” and the Daily Tiines^^ia the printed form 
provided for the purpose. ^ « 

Bank and Bemittasce Treasury l^alaSces- • 

29, As regards the Government money held at the Branch Banks^ of 
Bengal at Lahore and Delhi, a slip is received every morning showing the 
closing balance of the previous day. As regards the balance held in 
favour of the Accountant-General in what is known as the Remittance 
Treasury, Lahore, a book is received every evening from the Currency 
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OlSce. On receipt it should be examined with reference to the following 
points : — 

(1) that the opening balance agrees with the closing balance of the 
previous day ; 

(2) that the reniittanccs ordered have been sent and the remit- 
tances received duly credited ; 

(3) that the balance is m notes as far as possible. 

Return of Shroff-marked and light-weight coin. 

80. This is prepared from statements received from the varions 
treasuries and is coiifineil to silver. The currency figures are obtained from 
the separate memorandu received from the Currency Office. A brief expla- 
nation should be given of the cause of the difference, if any, between the 
current and last month^s fignres. -(C. Ao. 808, dated 23rd July 1897 — 
ease C, jboV-W)* 

Bank Account 

81. In future when balances are held by officers of the Military 
Department in their public capacity in a separate account with the 
Prt ^iden<*y Banks or their Blanches, the matter should be referred to ihe 
Conti oiler <*f Military Accounts, and the Comptroller-General informed, iu 

^the statement*^ which this office ib required to fuinish to him under Article 
1625 of the Civil Account Code, of the opinion of those officers as to 
whether tlie b iran(;e8 may be allowed to remain in the Bank or not. — (0, 

JVb. 1908, dated 2Gth February 1889— ca^e 0. L 

r C 

' ' ^ Estimate of minimum balances- 

82. With reference to Article 1509 of the Civil Aecoont Code, a state 
meut showing the minimum balances uecesiary for financing the Treasuries 
in the Punjab on the Ihtof each mouth fiom April to March, and that 
foreign remittances which it is ' expected will be required during that 
period, is submitted, to the L’omptioller-General on the 15th April on 
each year. The statement is compiled from the Register of Aotnala 
(paragraph 24 above) which is compiled from the Civil Account. A state- 
ment sl'owina the estimated gross expenditure in the Province from April to 
March is also submitted to the Comptroller-General ia accordance with 
his letter No. 894, dated 10th Angusl 1889. This statement is also 
prepared from the Register of Actuals. 
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33. The following statement shows the periodical assignments 
issued hy this office, the officers on whooe application they are granted, 
and the officers, if a*>y, who aie informed of the issne of orders by this 
office : — 


Depaitmeut. 


Applying Officer. 


Monthly, 


(1) * 

( 2 ) , 

(3) . 

(4) , 

(5) . 

(<5J. 


Public Works 
partment, Pan jab 1 


f Buildings andi^ 
^ Jtoads Branch. ( 
Iriigation Branch. ’ \ 
Public Works Do]»artmrufc, United Pro- 1 
viiioes. 

A'ilitary Works Depaitmoufc . 


North-Western Railway ... 

lidjputana-^ldlwa Railway and Bomlay- 
Baroda and Oeuti'al India Railway. 
Agra-Delhi Chord Railway 

Kalka-Simla Hailway ... 

Telegraph Pepartmout 

Quarterly. 


E&anuuer of Public ^yu^ks Ac- 
cormts, Panjab. 

iX.iminer of Puulic Work^ Ac- 
counts, United Provinces, (o) 
Sximmor of Aocouuts, Military 
Work'^. (fi) 

Examiner of Acoonnia. Noitli- 
Western Railway, (o) 

Governmont Exp minor of Railway 
Accounts. (It) 

Examiner of Accounts Oudli and 
Liohilkund R ulway. (4) 

Auditor, Knlka Simla Railway, (u) 
Examiner ot Tolegrapk A.ccount3. 
fa) 


( ^ ). Survey Department 
(2j. Forest Depart meut 


Comptroller, India Tioasurles. , 
Oonserrator of Furosts, Punjab (a)* 


Annua. Assignments. 


(1). Military Department, Northern Command 


(2'. 

Do., 

Sccuudrahad Division. 

(3). 

Do., 

Western Oouiina.id^ 

(4 

Do., 

Eastern do. 1 


(5j. Oivil Veterinary Depaitment 


Conti uller of Miliiaty Accounts, 
Korfcho! n-CoTn mand. (a) '* 

C^troller of MRibary Aocuunta, 
Sr*fundiab^rl Division, (a) % 
Gozitrolh V ot Military Accoauts, 
\N u&t»»rii Cuuimand. (ft) 

OoncroHv ot Military AccountSi 
Eastern Command (a) ^ 

Cociptroller, ludi^ Treasuries, (a) 


(G). Telegraph Depart raont 


Do. _ do. (ft) 

* ^ • 


Noic—ln acldiiinn to the porioaioal assignments noted above, supplomentary assign- 
monts anti transfi 10 oi assiguiuints aie also arranged it v rt tlie lequosl ot Gontrolleis of o^Ii- 
Cdry Acfouuta, iho Odictis Comnianding or Paj masters of Regiments and il »Uenes. 

^fl). Intiiiititi m Htoiit to the applying officer and also to the Accoi%»t mt-General, u, P., 
in case of h*ttor8 of cicdic lonucd on application from the Exainmer, r. \V, Accounts, 

C. P. ■* 

{h), liitimation sent to the Chh ' Auditor jnd Acrouidart 11. R. and t , I. and R, M, 
llaihvays, 

(«). No mtimaljon sent. 
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84. The applications for funds of each of the Departments above* 
mentioned will be consecutively filod In a separate file provided for the pur- 
pose. A Number Register will also be niaintainod (except for F. 
isttei’sof credit) with the following oolumns; — 

(1) . Date of Issue; 

(2) . No.^ 

(8). To whom sent ; 

(4). Amount. 

35. Letters of credit are issued in favour of the Postal Department 
direct by the Deputy Comptroller^ Post Office, and this office has no 
concern with these credits beyond seeing that sufficient funds are available 
at the Treasuries on which the credits have been ptacod. Tho extent of 
the credits granted is ascortainable from the copies of the letters of credits 
which, are simultaneously forwarded to this office by that officer. With 
regard to the Military Department, it is necessary to note the supplement- 
ary assignments as well as the transfers of funds against the original 
assignments so as to be in a position to check the balance certified by 
the Treasury Officer under Article 480, Civil Account Cede. 

36. Credits in favour of Officers of the Telegraph Department may 
be transferred from a Sadr I'rensury to a Tahsil Treasury of the same 
district or vice, versa, or from one Sub-Treasury to another, in tlie s^iine 

•district, on the application the Chief Saperintendent of Telegraphs, 

bub transfers from one district to another, cannot be allowed except 
on the applicatipcu of the Examinor of Telegraph Accounts, Calcutta 
\Telegraph EMminor^s Nc\ B, dated ^ May 1886 — case G. L 

U86). ^ . 

Tho Eiwamiuer of Celegiaph Accounts has decided t!ip/t advances 
made to officers of tlic Telegrapli Dep.jvtmont on imprest certificates should 
be cht^rged against flieir assigiimeiua. — [Ec^aunlner^ Telenravh Accounts, 
No. fS:, dated^Uh March 1897~T.ctf.‘ic C, T, 

ryo-1^7'' 

38 Jrr view of^ohe fr*cts that ^.Iilitary Disbursing Oflficers are not 
always in a position to distingiusli betv^eon a district and a sub-treasury, 
ana that Appendix D of the Civil Account Code does not show all the subi- 
treaeuries iu a d^* strict, the Controller of Military Accounts, Northern 
Command, requests that all applications ]?y Military Disbursing Officers for 
transfer of their cash assignments, whether from the Sadr to a sub-treasury 
subordinate thereto, or vka or to places outside the district, should 
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he made to this oiHce, siid that he may be informed of every transfer 
authorized by this So lon^* as the iJicfc of transfer is immediately 

communicatod to him, he has no objection^ in oa*»es of emergency where 
dels^y would rei^nlt in 'nconvenicnce, toTrtasniy OlEccrs making the neces- 
sary tiansfer within the same district wl.fu appl cations are made to them 
direct hy Military Disbursing Officers, but sncli trinisfers are to be reported 
by Trea«»ary OfiSo.-^rs to this oflBce for coninmnication to the Controller^ 
Military Accounts.— (ul. (?.’« flafed 27ih May 1896— case M. 

A. 42 of 1896). 

89, Without the sanction of the Controller, Military Accounts, on 
portion of the cash assignment placed in favour of a Military Disbursing 
Officer may be transf^rro-l to the credit of another Military Disbursing 
Officer. — (A. G*^s No* ditpA Qth July I896^case 

40, The Controller of Military Accounts^ Northern Command, having 

directed that unless a request to the contrary is made, all additional or 
supplementary assignments applied for by him in favour of Military 
Disbnising Officer’s, should b< regarded as available in the month in which 
the applications are made by his office, the Resource Department should 
invariably add ILI*? infonmition, for the gukUiico of Treasury Officers, in 
the lotlers intimuting ihe grant of additional funds. — ((7. M* A* No* L, 
dated 14tfe July 1892 — case 1/. ). 

41, Similar iiifoiMiallon should be given by the Resource Department 
when reductions in ^issigntnents are tnnde at the roquest of Controllers,, 
of Military A<‘ct)unt-i, U 3 it has been deciued that the rule liientioned above 
in ro-pcct of adtlitj<*nul assipumeiits also applies to deductions made^in 
cash asf'ign.iicnts. — (C, il A. No, I , dn^ed 1th Jfay,1897~Va«e A. 

42 ^ • 

)b97*y‘s'’ 

m 

«• 

42, When applications are received in Ibis office for funds requir- 
ed on Tahail Treasuries, the Treasury Officers should be requested to make 
the necessary arrangements, escept in the case^f ftfnds applied for by 
the Public Works Department on the Dalhousie Sub-Treasury, the Treasury 
Officer in charge of which should bo communicated with direct and’^not 
through the Deputy Commissioner, Ourdaspur. TheDepafcy Ooramissionor, 
Gurdaspur, should nh»o be informed of the iowo of these letters of credit «—« 

(D. C. No. 158 T, M-A imAjiril 1902~caie F. T. A. ). 
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Bill Forms. 

43. As regards applioations for funds required from ibe Labors and 
Delhi Treasuries, the letters of credit should bo addressed to the 'iVeasury 
Officer, Lahore, or the Treasury Officer, Delhi, as the case may he, and 
not to the Agent, Bank of Bengal. In the case of the Civil Veterinary 
Department and Signal Officers and Divisional Saperintondenis of the 
Telegraph Department, the Pre-audit Branch of this Office should be 
informed of tho demand so tliat they may he met by the issue of cheques. 

44. Bill forms in books of 50 forms each are supplied by the Superin- 
tendent, Government Piinling, 8, Hasting’s Street, Calcutta, on an indent 
made upon him by the 15th December in accordance with Article 404 of the 
0. A. Code, 7th Edition. On receipt of the hoots they should be carefully 
examined and stored in the bonk Almirah in charge of the Chief Superin- 
tendent. 

Issues of books are made on Treasury indent^, the fact being noted in 
the Stock Register under the initials of the Chief Snoerintendent. If the 
acknowledgment of the books is not received within a week a reminder 
should be issued, and a specidl letter, after another week, .f necessary. 

Supply Bills 

45. Supply Bills are issued -t Lahore by the Accountant-General. 
The rates of premium, if any, to be charged on bills are settled by the 
Accountant-General, and the applicant for a bill ia furnished with a letter of 

’ authoiity to the Bank of Bengal to receive the sum for which the bill is 
required plus the amount of piepKum, if any, chargeable on it. On production 
.ot the Bank's receipt for the money, the bill is prora-ed by the Resource 
Departmjiii: ,ind ^ dehvered to' the ppplicant afucr being signed by tho 
AocountanUCr^neral. ^ ^ 

er 

40. As reg.\rds supply bill^ to ha drawn elsewhere than at Lahore 
each Treasury drawing them submits monthly to this office a statement 
showing tbe amount for which bdls wore sold by it during the previous 
month and the Treasuries drawn upon. From the information thus 
received and from any other materials that may bo available, a statement 
is prepared for the Provinces showing the sums up to which bills may be 
drawn by the difc 'rout Tna^uries daring the toUowing month, the partiou- 
lar Ti^i8nr.esonwlu.-h{lry willbe available, and on what conditions a* 
regards the rote ot preimirn to be charged, if any. After this statement 
hnsboonni.pro^eabytheArcountant-Ge.neral, the necessary authority slips 
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aie issued to ilie TreabuiLs permitted to grant bills and the Tn'asu)*i*is to be 
drawn upon are informed at the barne time. 

47. Copies of this statement are also supplied for the I'l^orniuH )n of 
the local Ban^^s. It should be borne in mind (1) that intimations of liills 
to bo drawn on Karachi should be addressed to the Agent of the Biancb 
of tho Bank of Bombay at Karfichi as well as to the puty Collectoi 
in chaj ge Huzur Accounts, Karachi, and that in tlie case of CalcuUa and 
Buniliay, tlio intimations of probable drawings should bo forwarded to the 
Sccretaiy and Treasurer, Bank of Bengal, Calcutta, and Cauk of Bombay, 
Bombay, respectively; (2) that without the sanction of the Coinptioller- 
Ceneivil, fenj^ply bills may not be drawn on the Treasuries at Odlru*^U and 
Bomliry for sums exceeding five lakhs on each dnimg any monti) 


Cypher Codes. 

48. There are three Codes m general use in ihc Department* ; — 

(a), Comptrollor-Generars Cypher Code, for use in the Acemnt 
and Currency Departments; 


(o), Accountant-Oonerars C/phei Code, for the u®c of Tionfcuries 
and of tho Acco’iut Uopsitment ; 


[r), Bombay AccounUiLt-GeiJcraVs Cypher Code, for u^h in isseiag 
telegraphic orders on the Bank ot Bomboy 

A copy of each of rhc'^o is givtn to the Resource Superintendent, 
who should correct them up to date and keep th^m under lock 
and key. 


A?, Tlio following statement shows the iieturns and Reports fur which ^ 
the Utfeomce Dt^pa’tmenl i'' iv&ponbible. They should be very caietully 
piepared and subrnitted on or bofoie the dates ii^^dicatel in bst: — 


c 


Nump of Retain or 
Report 


1 Attendance Register ... 


When due. 


Dai*y. 

E\ ory moini'ig 


To whom 
er^. ^ 


G a zo I bod 

(;ttJoci in 
G h ,1 i g c 
Boutin <* 
Woil: 


ATiboiify, 




"^dra. la, rtap. 1, 
Oti Of* Manual. 

% 


% 
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; !i.o Uoturn or 
Heport. 


Liwt of arrears 


When due. 


Weekly. 
... I Every Monday. 


Telegram r.'gai’ding re- 
ceipts and issues of 
gold. 


Betnrn of coins with- 
drawn fiom circalation 


2; Kftii n of tale valne and 
pnM*h.5ae price of 
I jii> lit- weight ooina. 
n| lialance Report 


i| Statement of gold 


7th, 15th, 22i.d 
and 29th. 

Monthly. 


7th 

7th 

12th 

15th 


lio^ourco Estimate I7th 


] 


Estimated cash ii« 
Branch Bankb. 


Sab of Suj Bills 


Statement show ins* the 
movements of gold. 


Statement of CLurrenev 
Notes. ^ 


Statement of coins cut 
or broken. ^ 


17th 

r 

9 

25th 

r 

Quarterly. 

20th July, 2 OIL 
October, 

20th January, I 
20th April. 


To whom 
sent. 


Accoaiitant- 
Ge II oral. 

Comptroller 
Genet al 


Coenpt rollcr- 
Gcneial. 

Do. ... 


Do. , 
Do. 

Do. . 

Bengal Bank 
Air e n t s, 
Lnhorp -ind 
Delhi. 

Acconntani- 

Genciol 


Comptroller- 

Geneial. 


30th July, 30th 
October, 30th 
January, 30th 
April. 

Do. ...* 


Head Com- 
missioner, 
Paper Cur- 
rency. 

Comptroller- 
General and 
Mint Master,! 
Galen tta. 


Authority. 


Para. 81, Chap. 
Otfice Manual, 




, 2Srd May 1901-^ 
(case 0. G, 23 

1901-02) • 


Art.lj84 A., O.A.O. 


tm A„ C. A 0. 


Art. 148.1, C. A. C. 

G.’.? '" 0 . 16',), dated 
30tb April 1900 — (case 
CQ, 28 
lOOO-Ol). 

An. 1481, C. A. 0. 


Art. 1481, C. A.O. 


(0. G.’b latter 1 . 0 . 1378, 
dated 11th October 
1900, and 375, dated 
16th Jone 1901 
filed in case n ft’ 
23 ■ 

1900-01 * 1801-02), 

Art. 1498, 0. A. C. 


Art. 1627, 0. A. 0. 


No. 
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I 


Name of Return or 
Report. 


Encashment of Cnr- 
reucj Notes. 


Siafemeot of Miuimnm 
Balances. 

Bank Accounts 

Report on Balances and 
Resoaroe. 

Rupee Census ... 


Statement of Balances 
of copper (Mjins in Small 
Coin I>ep6ts on dlst 
March. 

Report on copper coin 
withdrawn. 


When due. 


Yearly- 

15tb April 

I5th „ 
l&th May 
loth „ 


May 


1st August 


15tli September 


8| Small Coin Estimate ... 1st November .,i 
9^ Indent for bill forme ... 1 5th December,,, 


‘1 

I 


Analysis of Treasutj 
Balances. 


15th January 


To whom 
sent. 

Autliovity, 

Head Com* 
missioner, 
Paper Cur- 
rency. 

Art. 1601, C, A. C. 

Comptroller* 

General. 

Art. 1609, 0. A. C. 

Do. ... 

Art. 1625, 0. A, 


Art, 1305, C. A. U. 

Do. ... 

C. G.'s. letter No. 196, 
daie^ 21st iffqiteni- 
ber 1902— (case C.Q ^ 
11 of 1900.) 

Comptroller, 

O.I.T.’sNo. 

India Trea* 

dated 2nd Anguib 
1895-;,caw 0 . 1 . T. 
23 

1S96.96)> 

snries. 

Head Com* 
missioner, 
Paper Cnr* 
renoy. 

Art. 1628, 0. A. 0. 

Comptroller* 

Art, 1^90, 0. A. C. 

General. 


Snptlt.,GoTt. 
Printing, 
1 ndia, 8 
Hasti'a g s' 
Street, Cal* 
*outta. 

Art. 404, C, A. 0. 

Head Com* 
missioner, 
|*aper Cnr* 
renoy. 

Art 1502 0, A. 0, 
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CHAPTER 8-BUDGET DEPARTMENT- 


Constitution, Control and Distribution. 

1. — Tlie Department, composed of a Saperiatend *ut, an Assistant 
Suf'enatendenfc and sis Olerks^ is under tlie control of the Acconii^ant- 
Ceneral, to whom all important work is submitted through the Chief 
Superintendent. After the Budget pressure is over, two Assistants 
are lent to other sections of the ofiSce. Thedutiesof the Department aie 
generally described in Chapter 72 of the Civil Account Code. The 
Superintendent compiles the majority of the statements accompanying 
the Budget notes, examines all District and Departmental E.'^timates, 
prepares the Appropriation Reports, the Throo-monthl}" and Six-monthly 
Estimates, and supervises generally the work of his Clerks. The Assistant 
Superintendent conducts the correspondence, compiles the statemonts 
accompanying the Budget notes of the North-West Frontier Province, 
posts the grants and estimates in tlie Detailed Budget of tho North- 
West Frontier Province, examines the periodiosl returns issued from the 
Department,, and helps in tho preparation ot the Appropriation Keports and 
tho Thiee and Six-monthly Estimates, The tiist Clerk prepares abstract 
etateinents of the Punjab Budget notes, examines poscings of District 
Funds and Departmental Estimates and ot Entima-es onterei in the 
District Classified Abstracts, prepares periodical returns and drafts 
miscellaneous letters, and distributes leceipts of tho Punjab in the pres- 
cribed statements. 

r 

The second Clerk compile^ distribution statomeuts of Budget allot- 
ments for contingent charges' and travelling allowauci^s lolabiug to the 
Punjab, sends '‘Budget forms to press, coinpilesj Di'^tnbutci Budget of 
Receipts and Charges ot Local Funds and Munioipaliries in tlie Punjab 
and the North-West Fruntior Province, reviews the Nominal Roll 
ot Lunatic> maiuLnned iu tho Luuatio Asylum, and prepares state- 
jneufb of contributions recoverible from District Boards and Alunicip,Uities 
in the Punjab and NorMi-We^cTh'ODtier Province, reviews and prepares the 
Consolidated Distrjiifc F’uud Budgets of the Punjab and the North-West 
Frontier Piovince. 

r 'J ho Third Plerk compiles the estimates for Receipts and Charges 
under certaiij liendi of vo Punjab Province, assists in passing proofs of 
the Budget foira**, examines postings of certain Depaitmeutal Budgets of 
tho Punjab Piovince, compiles the numerical strength of the Punjab and 
North-West Frontier Province. 
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The Fourth Clerk disposes of apphoatious for extra grants relating to 
the North-West Frontier Province, compiles Departmental Burl gets 
ot Receipts and Payments of tlie North-West Frontier Province, posts 
act»:als for 8 months current and 12 months past year in the Detailed 
Bridget ot the North-West Fiontier Province, and assists in other 
w»>rk. 

The Sixth and hoventh Clerks compile certain Departmental Budgets of 
Receipts and Charges of the Punjab and North-West Frontier Province 

s 

exaunrio compilation of the Estimates, post and examine actuals m the 
Budget Estimates of the Punjab Province, and do miscellaneous work. 

Issue of Budget Forms. 

2, — The Budget forms should, be sent to the Press duly revised 
about June, and should all be issued by the close of September in 
ac^*'rdance with tlio statomont which has been separately printed, giving 
full inlorination as to the mode of ‘supplying thoso forms. This statement 
should be kept corrected up to date by tho Superintendent. The dates 
on which the various forms are issued by and returned to this ofiSce, 
siiould bo carefully noted m the Register kept up for this purpose, timely 
reinifiders being issued in the case ot those that are being delayed aud cased 
of inordinate unpunctuality being brought to the notice of the Local 
<-3oVc*riiint nt, a^a’ceably to thoir letters No. 897, dated the 2l9t April 
1890 and No. 198 1 S., dated tho 14t»h September 1904. Only blank forms of 
©sti'iiates ^re issued by this olfic in tho cas » of police expenditure, 
which is ont.u’ect in the abstract forn.s of th* Budget befpre being for- 
warded to the Inspector-General of Polio**.* Reminders to the Deputy 
C.'onimissioners ami Piosidents, District. Boards, for submission of the’ 
accnnuts ou the last working day of Dtcotubor, January and February 
should be issued earl} in Dec‘^inber each yea^;. 

S. — Immediately the estimates arc returned to tlii? office they shcyild 
mede over foi check to tho Pre-audit or Gaxcttjd-audit SoCtion, or to 
the District or Special Auditors as the case inny be. The estimates should 
be given the piecedence over all other worktiot r?allv Urgent, nnd they 
should bo returned to the Budget Departraeni; ns early as practicable, fii no 
cas ' may they be delayed for a longer poH'od than 24 hours witlu ut an^ 
explanation, which should be given on a separate slip of paper to be 
attached to the estimates. ^ 

4 , — In the case of the district estimates of ^’evenue and receipts, the 
column Actuals should be carefully compared by tlie Auditors concerned 
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with the corresponding figures recorded in this office, and any differences 
discovered, which nro not attributable solely to the omission of fractions 
of a rupee, distinctly iiotpd on them. 

5. — ^T/Vhen checkiug tho e‘^timates of expenditure, the District or other 
Auditor concetnyd should, in the case of Salaries, Establishments 
whether fixed or temporal y, fisod allowances, contract and other con- 
tingent charges of a fixed nature, such as office and house rent, verify the 
entries. for the coming year as proposed by the Disbursing, Controlling 
or Departmental Officer in the last column of the evstimate, with the 
sanctions recorded in the Audit and Contingent Registers, and note any 
differences which mac come to light. When the sanction is conditional 
or accorded for a limited period only, a clear note to this effect should be 
made again'it the entry. In the case of contingent or other charges of a 
fluctuating character, the Auditor should check the column of '^Actuals 
with the corresponding figures shown in Hs books, and bring to notice 
any variations which may be detected. The figures for the ensuing year 
in the column'^ No,'* arc inter»ded to show the number of men for whom 
the amount has be* n provided, and this entry should also be checked, 
any error or omissimt found being reotifii-d or supplied, 

w 

6, — In checking tlie Budget E«9fimates for establishment and prepar- 
ing those for the Salaries, &c., of Gazetted Officers, the following 
addirioral instructions should^ be carefully observed by the 'IVeasury 
Account sjiul Uajettod-Audit Departments : — 

# r 

(i).— ^VliPsi , 111 } officer, whether Gazetted or Non-Gazetted, receives 
in ndditiOM tc* pay proper, any fill<'Wunce, whother loe.il or per* 
sonsd, or for the dischaiw of special duties, or a fixed travel- 
ling or cciiYoyancp »r horse allowance, such allowance should 
be shoMTn -ep*j’4pl,v. In the oaso of personal, local, special 
dr house rent allo’^^auce, it chargeable to the same head as 
salary, it should be shown i.r^modiatoly below the salary con- 
cerneci. Iif other cases, the ^llowanc''- should be shown in its 
proper pbee under'' Salaii^s " or ‘‘ Allowances," ,ns the case 
may bo, but an asterisk or a letter should be placed against 
the'rntry on account of tho officer’s salary carrying down to 
a footnote, in which all additional allowances under whatever 
head shown should be specified. There should also be cross 
references against ilir entries of the allowances. In cases in 

which it IS IfOOVrn that <111 crAfea a i*Artf.fT*aA *r>AQ‘i<^Anr>i 9 i 
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quarters, the fact should be stated in ti lootqote. If details 
of /^‘tablishmonts shewing the lai * of pay fop each individual 
are not given in the Budget Estimates, they should be filled 
in and in the C!a«»e of progressive salaries, the minimum and 
maximum should be given, and not merely the pay which, 
is being drawn at th*^ time. 

(ii). The Auditors conductnig the examination of the estimates 
should utideistnnd that they are not Kupposed to check the 
hccuraoy of those entries only which have been specially 
mentioned above, but that, in addition, they are also respon- 
sible to see shat the estimates aro complete in other respects, 
lu accordance with facts in thvdr audit *‘egisters and accounts. 
For instance, that none of the heads printed in tke estimates 
‘igaitr't which j*.n entry should appear, is left blank, that 
recoveries of a fixed nature to bo recovered year by year are 
not omitted, and that tacts materially affecting the estimates 
of the runontor future year, such as tihe absence on privi* 
loge leave of several officers, an* distinctly entered. 

7. — When the estimates have been thoroughly checked, the fact should 

\ e rot'orded on them in red ink by the word “ checked,^^ which should be 
inituillod ami dated, and the estim*i<-es returned to the Budget Department 
without unseemly and badly written notes. The Examiner or Superintend- 
ent will carefully ‘•crutinize the estimates, together with the notes, if any, 
male ihereon by the persons checking them, and on being satisfied of their 
accuracy, initial, datt' and transmit rhom to theBuIget Department withcgife 
delay as laid down m paragraph IfiS Ji, Chapter VI of the* T. A. D. 
Manual. > 

8. On the return of the estimates to the Budget 'Department, tiiey^ 
should be carefully reviewed with reference ,to the remarks made oniihem 
by the officers themselves or by the Audit Dcpai'tments, and* any ^doubtful*^ 
or irregular points referred to the offiedt concerned on the pi escribed i^rm 
of memorandum. The figures of the Bstinriting ^nd Cunirolling Officers 
should not be altered, but the amounts which are cousidoreil aHniisaible 
with reference to rule or in view of available informathui, should be 
entered iii the column Accouniaut-Genersi's,” %ud afty the figures of 
each estimate have been thus bciilod they should be entered, where 
necessary, in the prescribed forms for compiling the estimates, witdi the 
authority of the Buperintendeut or Asbistant Superiujendeut to be written 
on the estimates tliouiselves. ,The&o compilation ftnms should be accu'^ 
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rately and promptly completed as on them will largely depend, not only 
the punotual submission, but the correctness of the notes to be prepared 
for the Local Government and eventually for the Government of India. 
The compilation forms should be died when done with with the estimates 
to which th‘>y appertain. 


(Im- 


VIJ.— l,natoTHa. 

XI. — Triliiitefl. 

XJI. — Interftat (ImperialJ. 

XXll. — uptiraun uat iuu It ecei pfc& 
penal anti Hrovinoialj. 
XXIII. — Stationery (hnpeiirtl). 

XXV.— MisoLilaneous (Irni erial). 

I,— Ref u litis. 

38. — liiteiost Oft Ordinary Debt. 

14, — Ito. other Ooligations. 

18. — General Adnamistration (Im 

penal), 

87. — Territorial aud Political Pen- 
sions. 

29.— Superanimation (Impeml), 

32.— Miscellaneona (Impetial). * 

42.— IrijgatiouMajor Works. 


Budget Notes for the Local Government. 
9.~NotesonaU the Budget heads, whether Imperial or Provir.cial, 

exception of those marginally 

noted, in the case of the Puajab 
Only) are submitted in manuscript 
to the Financial Department of the 
Fu<gab and North-West Frontier 
Province Secretariats tor approval, 
which is generally accorded unojBS' 
cially, and are accompanied by the 
Dis-tiict and Departmental Estimates, 
the correspondence, if any, relating 
to the figures entered thereto, and 
a statement m the prescribed form sliowiug the actuals and estinates 
under the heads to whicli the notes aprortain. For the heads mentioned on 
the margin, Budget Notes are, however, prepared for the use of the Office 
•but their submission to the Punjab Government has been discontinued 
.under its orders. Separate Budget or E.vplanatory Notes are also sub- 
mitted to the Foreign Department of the Government of India, dealing 
with the estimates ot the Political Agencies directly under their control 
The last of these notes, as ^v’en 'as those for the Local Goveimments should 

bo- completed md ^submitted before the end of Dec-mber if possible ’ 

fO.— The notes should be as.concise as is consistent wit! •’« 
and they should be expressed in unmistakable terms Thev shr 
the materials on which the Revised Estimate has been , 

regards the budget for the ensuing year, should give the irro 

wUok a. of;h, u,, c.nt.„lli.g Offli Id Z 

.coepW or . an, in .. nnanttorUed itnn. In, 

.nolpded ,n the eshmalee. the attention of Sovernment ehonld h. drLn T 

It, The notes, appertaining to the Punjab, together With the stat« ^ 

of actuals aud eVimates, should be forward in L L tt 7 i 
Government for the purpose of being printed. ^ 
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Budget Notes for the Government of India- 

H. — As 80 (>u as these forms are received from the Government of 
India, they should be examined with a view to «uy misprints in t he 
figures being removed. In the JB'irst Edition of the Notes the actunls for 
eight months should be entered against each minor head in the two columns 
in the left of the table in the Notes, and iu the Second Edition the eight 
months’ figures should he neatly altered to nine months. Ten months’ figures 
should be entered in a copy of tlie Second Edition and despatched so as to 
reach the Secretary, Finance Department, not later than the 6th March. The 
r3.st of tlie figures will be filled up in the notes, as far as possible, as each 
Budget Note is received back duly sanctioned, from the Local Governments. 
As soon as the figures have been entered in all the notes, which will usually 
be about the 9tb January, they should be laid before the Superin- 
tendent. The materials for these notes ere mainly available from the notes 
received back from the Local Governments, but as most of the latter are 
prepared when the actuals of a few months only are known, it will be 
necf ssary to recalculate the Eevised Estimates for the Government of 
India with reference to the latest actuals and on the most recent inform- 
ation available. Care should be taken that the notes are prepared in 
paragraphs dealing separately with the aggregate estimatea of Imperial 
and Provincial revenue or expenditure on the one hand, and with the 
estimates of the Local Section of the Budget on the other hand.' The 
Budget for the ensuing year as approved by the Local Governments con- 
cerned, should not be altered without very strong reasons and the altera- 
tions should be intimated to the Local Government on being approved by 
the Government of India. As each note is* passed by the* Aocountant- 
'^imeral, any alterations made by him shoujd be at once carwed into the ’ 
Detailed Budget. The note should then be carefully :in^ neatly copied 
anil H'lbmitted to the Accountant-General for initial.*i. The Bbdget Notes 
should be pnnctnally despatched on the date fixed for them, and "'the 
Superintendent of the Budget Department should personally attend to the " 
matter and see that all the prescribed documents accordpany them. » 
Detailed Budget Es^mates- 

12. — The actuals of the previous year shitold be entered in the 
Detailed Budget Estimate as soon as the last batohMf journal dhtries has 
been despatched to the Comptroller-General, which will be by the middle 
of December, ami the actuals of the first eight months should be posted 
before the ofiSco opens after the Christmas holidays. • 

13. — As soon as each Note is received back from the Local ffovern- 
ment, it should be posted also inio t£e Note to which it relates (paragraph 
11 above) and into the Detailed Estimates. 
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14. — -On receipt from the Comptroller-General of the pr,>of copies of 

the Detailed Budget Estimates, which are generally as soon as tho 

final orders of the Government of India Lave been received on them, the 
estimates should be thoroughly revised in accoi dance with these orders 
and any instructions which may be received from the Oomptrollor-Genernl 
and re-submitted to him withon f delny^ accompanied by revised copies 
of the Appendix to the Budgets showing the oumerica] stiengih of satic- 
tioned appointments, both giazetted and non-gazetted, and their distid- 
bution among the various districts of the Province concerned. 

15. — When the final printed copies of the Budgets are received from 
the Comptroller-General, they should he distributed, as ubiial, a li'='t of the 
distribution made being kept in the Budget Department. 

Subsequent Procedure. 

16. — Th#' first editions of the Budget Notes for the Government of 
India (paragr nph 1 1 nb^ve' are usually received back in f he first week of Feb- 
ruary and hMve to roach t' e^i^iuancial Depnrtm^^nt, as the second edition 
0 ^ the Note*^, by the date fixed bv the Financial Secretary, which is gene- 
rally about the middle '«f February. It will thus be seen that the Notes 
must be taken in hand without delay to be revised with reference to the 
actuals of ten months, the remarks made by the Financial Secretaiy, and 
any information that may have become available si' ce the Notf-s were 
first despatch and ronsequently the Treasury Accounts Depaitment 
should immediately on r<’Oeipt of the second List of Payments and Cash Ac- 
count for January, prepare two abstracts of the receipts and payments 
of each Treastp*y, one relating to Imperial and Provincial transactions and 
the other tb Local, under service heads iby major liead^ ^mly), unless greater 
details are specially called for, and after compiling them separately for each 
province send them to^the Compilation Department, \vhich will take into 
account important transteis,^aiid after adding the progiessive totals to the 
end of December communicate the final results by major heads, unless 
greater details are required, to tlie Budget Department by the 6th of Feb- 
ruary at latest or earlier if possible. 

17. — The tliird (fr final edition of tho Budget Notes has to be revised 
with reference to subsequent orders of the Financial Secretary, eleven 
months’ actuals and any information that may then have become avail- 
able. This edition is usually received early in March and has to be disposed 
of by telegram by the date fixed by the Government of India, which is 
usually the 9th of that month. The telegram is to be confined to import- 
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ant nltorations only, but before ir ciiu be prepared, it is necessary for the 
Treasury Accoujits i»nd Compilation Departments to give information to the 
Budget Department by the 6 th March at latest, if not earlier in the same 
forms mentioned in the preceding faisgr^ph, but in respect of the actuals 
to the end of February instead of to ihe tnd of Jaiiuaiy, and for the 
Budget Department to mal<o full use ot the figutee fcO supplied and to 
consult all other materials tliatiuay be available at the time. The telegram, 
while being ns brief as possible, should be worded so as to leave no room f(»r 
doubt as to where the corroction in the Budget Estimates is recommended. 

'Phe actuals lor th<=^ ten months should be entered by miiior heads 
in One copy of the socutui edition of Notes lor «-ach Province and tho 
Notes returned to the GovorMimmt of India so as reach the Finance 
Department by the date fixed by tho Government ot India. 

In order to emVle the Punjab Government to publish a louibiued review 
of the Provincial Service Accounts and Budget Estimates curly m April, 
trie figures by minor lii^ads of the Revised and Ludger E«rirnalc*s sh< uld be 
coniinuiiicMted to that Government within a week after the leciiptcfthe 
orders of tho Govorjinnmt of InSia <*njfiho financial Budget Estimates*. 
(G. P. No. 1823 S., dated the 8 th Septnnler 1004, and A.-O.'s 
letter No. ^^, 3 , dated tho iHh Decomber 1903,— case Genl. 21 of 1903-04). 

Notf 1 -A copy of cQch orlit’ou of th« Burlget Notes, as soon as nceived from the 
Govornmpiit of India ahouM be sippliod 10 the Punjab Gownment, and tho Chief Com- 
missiouftr Noith-Wnsttirn Frnnti*‘r Piovmce, in covers marked confidential for their rebpective 
Govern ’* 

Vorn 2 . - Any change-, inaclo bv the ^’Ovemra& 4 i of India in Punjab Qepartmental figures 
should be conimuiucated at o«i<u lo the Punpib Government and Acconntai\f-Gener^ P. W. D, 

Communication of Grants. 

18, — This work shouTd he cou n.enced as^sdon as final printed 
copio-^i of the Hudoot have been received from the Comptroller-G^neral 
(paragrapli 1.5 abive), and should be completed, as soon as pos**ible, to Ids 
Disbursing Offioors prbn'ii «l)y know what sums have been sanctioned for 
them for expenditure during the year, a.nd to enable them to ent^r the 
sanctioned giants m tiieir biU*«, &c. The diatiibntion of the grants should 
be very carefully m.ade and should be communicated 'Strictly io accordance 
with the detailed instructions which have been printed in pamphlet form 
and supplied to tlief Budget Depariment, the Ruperintendent of whiiSi is 
personally responsible for keeping the pamphlet corrected up to date. 

Estimate of’the Account Office. 

.19. — The estimate of the Imperial expenditure of this office should be 
prepared by the General Department in consultation with the Budget and ^ 
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Compila'^ion Departments not later tian tbe 15tli November. On comple- 
tion ’t should be submitted with a letter to the Comptroller-General bj 
the 1st December, explaining fully the variations m the figures and giving 
reasons for the inclusion of special items, if any. 

The estimate of the Provincial expenditure of this oflSce, including 
the section of t}»e Local Outside Audit should be submitted to the Punjab 
Government witli the usual Budget Note for sanction, as in the case ot 
other Provincial (.ee^ins. 

Estimate of Debt Deposits, &c. 

20. — -The forms for this estimate are supplied annually by the Comp- 
troller-General and consist of an abstract (pages 2 and 3 of the form) and 
details working np to totals canied to the abstract (pages 4 to 21). The 
details are filled in first. 

21. — The explanatory notes are on the ‘^arae plan as the Budget 
Notes submitted to the Government of India. A separate note is required for 
each of the heads shown m the abstract of the est unite. The notes should 
be as full and clear as the mar trials available will admit. The following 
inst uctiops should be observed in rho pieparation of the estimate. 

(1) The figures adopted for the Revised and Budget Estimates should 
be worked out on separate ^ets of forms, one foi the Revised and the other 
“foi the Budget. For the Revised the figare-* for ail the detailed heads for the 
Jast year ohould be enteiedin one ot the forms. From These the figutej> 
for tho first nine months oftLir year should be deducted and the balance 
left will i jpiosent^the actuals for the last 3 months ot the past year 
These actuals should l)e added ro the accnali for the first ninr-^ months of the 
current year and tbe result ill be the Revised Estimate 

^ r r 

(S) In the other copy of the form the total actuals for the last 
years should be entered a jamst each detailed head and then the figures foi 
the three years totalled and th-* average struck and the result adopted 
the Budget for the eii-u mg year ^ except ui the cases of the Cantonment 
and Municipal Funds and Provincial advance and Loan Account. 

r ^ r 

(3) The figures under the head CantonmQp.t Funds should be taken 
fron^ tho estimaTos sanctioned by the Local Government and those for 
Mnuicipdl Funds from memoranda of estimates received from the 
Municipal Committees. The figures under Provincial advance and Loan 
Account should ho taken trom tih3 esthuate forwarded by the Local Govern- 
ment for the approval of the Government of India and modified with reference 
to their orders if they have been communicated in time to this oflfice. 
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(4) In framing the Revised and Budget estimates any abnormal 
variations should be esainined and provision made for all extraordinary 
receipts and payments so far as they can be foreseen. 

Estimates of Incorporated Local Funds. 

22. — The Estimates under these heads are received from the OflScors 
concerned in precisely the same way as the estimates relating to other 
Budget heads and^ unless anything abnormal or special is noticeable in 
reviewing the figures, are incorporated in the Civil Estimate without any 
alteration except in the case of the estimates for District Funds. The 
figures shown in these estimates on account of Provincial Rates should 
agroe with the figures approved by the Local G-overnment ; the estimates 
for the additions and deductions to be made through the head '^20 per 
cent. Contribution” should be brought into accord with the statement of 
these contributions received from the Deposit, T. A. D. and 0. D. Sections > 
the estimates for recoveries to be effected on account ot the maintenance of 
lunatics (paragraph 43 below) should bo verified with tho statemont 
prcj^ared for the Local Goveinment; and finally the figures for the 

Rebel vo” and for Public Works expenditure should be verified in accord- 
ance with the instructions contained in the two following paragraphs. 

23. — The District Fundbalanco to be reserved should, unless there bo 
special orders to the contrary regarding any district, le taken at 10 per cent, 
ot* the estimated income ot the year. Ib^ihe special cases of the Simla, 
Hazara and Kohdt Districts, fixed reserves of Rs. 500^ R^i. 3,500 
and Rs. 2,000, respectively, have been sanctioned by the Punjab Govern- 
ment Resolution No. 484 8., dated 24th Septomher 1883!— (^r. P, Nt?. 88* 

13 * 

dated the Ibth March 1890 — case G. P. and No. 14, dated the 2&nd 
January 1903 — case General 21| of 19024)3^ 

24. — After the Reserve has been calculated in the manner described 
in the preceding paragraph. District Boards may provide in their Budgets 
without reference to Government, a sum not ex^eoding Rs. 15,000, from 
the balance at their credit. Out of this Rs. 15,000, Rs. 5,000 but not 
more, may bo entered as a reserve grant if the Board is not prepared to 
allot the whole sum tor specified works, &c., at the time of framing it^ 
estimates. When a District Board proposes to provide in its Budget for 
expenditure out of its accumulate'^ balance a sum exceeding Rs. 15,000 
in any oue year, the proposal should be submitted by the Board to Gov- 
ornmeut in the Civil Department for sanction, some time before the 
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Budget is forwarded to this office.— {©• P* Progs* No* 44, dated 1^9 th March 
1890— case Genl."^^' 

Estimate of Plague Expenditure- 

25, — The following paragraphs have been extracted from the Punjab 
Government Circular Letter No. 1987 L, P., dated 16th November 1903— 
regarding the preparation of plague estimates 

****««■ * 

5. The District Plague Medical Officer (Civil Surgeon) will each year 
prepare for Budget purposes, ou forms supplied by the Accountant-General} 
an estimate of the plague expenditure in the district, both Provincial and Local, 
nnder each head of account as detailed below in paiagiaph 14 of this letter 
[except heads I (q) to (e), II (aj, II (d) (2), II (e) (8), IV (a) (1), V (6) (1) 
and (8), VI (ft) (1) (2) and (3), VI (c) (1), and VIIJ lor the following financial 
year and submit it to the Inspector- General oi Civil Hospitals to itach him on or 
before the I5th October. The estimate will not include expenditure to be borne 
by Municipalities or Local Bodies other than bisttict Boards, but will include 
expenditure in Notified Areas. The District Plague Medical Officer will furnish 
the Disti ct Board also, on or before the 15th of October, with an extract of so 
much of the estimaio as relates to heads of local expendituT^. For heads on. 
account of which the estimates will not be prepared by District Plague Medical 
Officers, except her d II (c) (8), theeriimatep le m.ido by iho Inspeotor-Genoral 
0. Civil Hospitals himself. For herd II (ei (8) e estimates vill be furnished 
to the Inspector -General of Civil Fo«.pitpls 1y Dtputy Commlfsioners through 
Commissioners so as to reach the Inspector-Geneial on or before the 15th of 
November. , , ' 

' ^ 6. The Inspector-General of Civil Hospitals will, on receipt of the estimates 

and after checking apd correcting the District Plague Medical Officers’ fig uies 
as may be necessary, compile jm estimate by detailed heads of account for the 
whole Province (incloding Bs. 10,000 each year onder head II {d) (2) and submit 
y^tiO Government through the AccouiTtant-Geneial, so as to reach the Accountant- 
General on or before the Jst of December, To this estimate the Inspector- General 
of Civif Hospitals will attach a separate statement showing by districts the 
estimated local plague expenditure under each head. 

7. The District Board, after consideration of the estimate of local plague 
expenditure sent to it by the District Plague Medical Officer, will attach to its 
GevCral Budget a separate statement showing tue Board’s estimate of the total 
local plague expenditpro and the amount of it which it considers it can reason- 
ably, in v*ew ot its financial position, be exptoted to bear. The latter is the amount 
wh:. h it shuuid entti in its Budget. If the j^oeid’s estimate of the total Local 
plague expenditure dihers from that of the Di^tiict Plague Medical Officer an 
explanation should accompany the statement refeiiedto. 
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8. The statement referred to in tlie preceding paragraph will be submitted 
through the Comniihsioner and the Accountant-Gtneral to Government with the 
Board’s General Bndget, with such remaxks as the Commissioner may think it 
advisable to make. 

9. Government on receipt of the statement with the Board’s Budget and 
after consideration of the statement of local plague expenditure by districts 
submitted by the Inspector-Geneial of Ci\i] Hospitals under paxagraph 6, will 
determine, in the case of each district, at what amount the total estimated local 
plague expenditure should be fixed and tbo amount which District Boards 
should be expected to bear, and will communicate its decision to Commissioners 
with a view to the issne of the necessary orders by them in returning the Boards^ 
Budgets. 

10. The figures finally fixed for the total estimated local plague expenditure 
of each flisirict and the poition of it to bo borne hy the District Board will bo 
commonicated to the Accountant-Gencia), and the Boaids will be required to 
adopt os their provision for plague and unless Goveiument specially authorises 
any reappropriation fiom these amounts, to keep untouched the amounts fixed 
as those which they should bear. 

13. The Budget figures for plague expenditure which may he adopted by 

Government for the Piovince under each head of account will he communicated 
to the Inspector-General of Civil Hospitals, and ho, in consultation with 
Commissioners, should allot such part of the total provision (Provnicial and Local) 
under the heads mentioned in paragraph 15 below as is necessaiy to District 
Plague Medical Officers, and — also in consultation with Commissionezs or,'»a 
urgent cases, infoiming them of such ncHcn as he has taken- he may x edistribijte 
such allotments or incronse them from tlic ? mount which he decides to keep ia 
hand at the beginning of the year. He should inform the 'Accountant-General 
of all allotments and changes in allotments. % ' 

14. The heads under which the accounts for plago^ ex]genditnre shoidd he 

kept are detaih d in this paragraph (14) of tlio ciicnl.ir letter. * ^ 

Estimates of Departmentar Revenue and Expenditure. ^ 

26. — In order to work out the rrovincinl ^aiid L( cal balances, the 
estimates of revenue and expenditure^ for the departmental heti3s shotild 
be obtained from the Secretary to Government, Punjab, in the Public 
Works Depaitment, by the fi.ist week in Jan^iary.^ * 

Probable Actuals of Revenue and Expenditure. 

27. — This is the Three-monthly Estimate and is due on the 

but the date for its submission is usually fixed by a letter from the Govern- 
ment of India. As the final actuals for the past year are not available by 
the date mentioned, tho Compilation Department should furnish the Budget"* 
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Department by the 8th July at latest with a statement showing the actuals 
of the preceding year divided into Imperial, Provincial and Local, and in- 
cluding all transfer entries made up to that date, and Departments res" 
ponsible for such entries should be careful to see that they are n ade 
in time. 

28,— The Budget Department should keep itself informed of all im- 
portant changes which are likely 1 0 affect the estimates, (paragiaph 40 below) 
and in the middle of June it should address Departmtntal Controlling 
Officers with a view to obtaining from them the latest estimates, especially 
those 1 elating to the receipt heads under Land Eevenue, Piamps, Excise, 
Assessed Taxes, Provinicial Rates and Registration. With this infor- 
mation before it, the Budget Department should have no difficulty in 
drafting a letter to the Government ot India (accompanied by the two 
statements as usual) giving reasons for any important variations that may 
occur between the Actuals and the Revised Estin aies of the prexious year, 
and between the Budget and the Three-montlily Estimates as proposed 
for the current year. 


Six-monthly Estimate. 

29.-- This Is due on the 15th November, and to allow of its preparation 
as correctly as possible, the Departmental ContTolling Officers should be 
addressed as laid down in tho preceding paragraph, sbuld tie Rovi^od 
Estimates as proposed hy them be not known by the middle of October, 

80.— The Budget Department should fill in the previous year’s actuals 
in the forms, and send the lattf*r to the Compilation Department, which 
will examine thp figures, enter the actuals ol the first six months and of 
the last comifieted year, andreftiin the lorms to the Budget Department 
by the 3 1st of October at latest. 

r 31. — The actuals so received, should be examined to see whether there 
are any abnormal or unusual rt^ms or misclassrCi f liens, the Nfte-bock and 
Register of Extra Budget Grants (paragraphs 40 and 41 below) shoald be 
consulted to see whether changes in the sanctioned Esilmale are required 
on account of fresh order‘d or dtered circumsTances, the estimates as com- 
municated^by the Oepairtnienta] Officers (paragiaph 29 above) should alto 
be taken into consideration, and finally the probable estimate should be 
^iprtered in the statements for each major head separately, with reasons for 
any important v?,riations from the sanctioned Estimates. 

Appropriationr Report. 

32.— The informaiion required for this Report will be available from 
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the similar Report, for the preceding year, the Notes submitted to the 
Local and Supreme Governments, the Depaitmt‘ntal Note-book, and occa* 
sionally by a reference to the accounts and vouchers on record in 
the office. When the variations which have to bo explained cannot be* 
accounted for from any of these sources of information, the officers con* 
cerned should be addressf»d about the middle of August, and when any 
of the variations are found to be the result of errors of classifiontion, the 
Superintendents conceroed should be asked to correct them without 
delay, 

83. — ^The drafting of Report itself should be taken in hand in* 
September, each major head should be dealt with separately and the notee 
submitted for the approval of the Aceountant-G< neral as each is ready. 
Great care should be taken that the Code instrnclions on the subject are 
fully complied with. The General Review ” with which the Report opens, 
should be taken up last and should refer to all the important facts brought 
out by the explanations given under the various heads iu the Report and 
from other souicos. 

JJTo, of 

Goveroiaent of India .. ... 2 ^ Printed copies of tho* 

Local Government 4 Report should be d'stiibuttd as 

Oomptrolier-Genpral . 7* , 

Acconntant^i-General and Comptrollers 1 oaoh, shown in the margin. 

Gaasetted Officers and Soperintond- „ 
ents in the Office. j ^ 

Consolidated Statement of expet^diture in excess of 
sanctioned grants. ^ 

35.— This should be submitted to the Local Government on the 20tb 
December. The figures arc, however, entered iu this statement in units 
and not in thousands as is done iu the Appropriation Report. Should thnre 
be any excesses in the statement y/hieh are noc referred to in the Appropriation 
Report owing to tlieir having come to notice as the result of Journal 
entries made after the closing of the filial accounts for March, bidef 
explanations of the cause of the excesses and of their omission from Ap- 
pioj>riatiou Report should be attached to the statement. Th« orders of 
the Local Governments on these statements, which will he communicated to 
the Account Office not later than the 15th of January ^llollld be communmN 
cated to the (Jumptroller-Qeneral, so as to reach him bofiU’o the close of 
January, 


* Compfcraller-Generijra No, 323(>, dated 8th March 1907— r,se C. Q*. 13 of 1006-07. 
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36. — The amounts already sanctioned and tho amounts requiring 
Gove* nment of India and Local Gove I nment^s sanction have to be shown 
separately. Information about the amounts already sanctioned is obtained 
from the Register of Extra Grants prescribed in paragraph 41 below. 
The figures for the Public Works expenditure should bo obtained from the 
Examiners, Public Works Accounts and Military W'orks Services. 

Accountant-Generars Reserve for Contingencies. 

37. — ^The Allotments placed annually by the Local Government at 
the disposal of the Accountant-General for the purpose of supplementing, 
when necessary, the contingent grants sanctioned for Disbursing OiBcers, 
should be held to be available at the discretion of the Accountant-General 
for all the minor heads subordinate to the major heads of the Budget 
under which they are provided in the Budget. 

88,— 'A memoiandnm showing the amount appropriated from these 
allotments should be kept up by the Budget Depaitment in the exi«*ting 
form, and as soon as a snm is allotted, it should be noted therein, and the 
entry sent up for the Gazetted OflScer’s initials. The object of making 
those entries is to prevent the alloiroents being exceeded. — (G. P. No, 589, 
dated Idth March 1891 — case D. 

Excess over the contract grants. 

39.— Any excess expenditure over the ” Contract” grants panctioned 
by Government for the oonfii gonoies of certain oflBces should be brought 
to the noj^ic^ of the Budget Department by the Treasury Accounts Depart- 
ment, to be ^specially reported to the Punjab Government if sanction to the 
excesg has not bpe^i applied for and obtained before the expiration 
of the financial jear. — (G. P. No, 2325, dated 4th Decemler 1890 — cose 
Gaon. JLL.). 

1 8 b 


Note-book^of orders affecting the Budget. 

40.— A n^te-bqpk should be maintained by the Assistant Superintendent, 
Budget Department. In this Note-book should be recorded the substance 
of such orders tho Government of India and the Punjab Government as 
will materially affect tho Revised and Budget Estimates, and any other 
information received from any other source likely to cause a serious dis- 
turbance of those estimates. The Note-book should be kept by major heads 
of account in the following form. Any entry made in it should be sent to 
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the Gazetted OflBoer in charue ot the Department, who will initial it if he 
thinks it of euflScient importance, otherwise he will cancel it : — 


Oppees op GovEEMirar, &c 

Subject. 

Bsmabes. 

Number. 

Date and case* 






Register of extra Grants and Re-appropriations, 

41. — The Budget Department will keep a Register of Extra Bndget 
Grants in the exii^biug form in which th^' extra grants and transfers under 
minor heads subordinate to the major iiead will be noted under the initials 
of the Superintendent as soon as they are sanctioned. 

Statement of contributions for the maintenance of lunatics. 

42. — Under the ordt-rs of Go\ornmenl, the contributions for tbe 

niainteuMnce of lunatics hi !>ported in the public Lunatic Asylum at Lahore 
are calculated on the actuals of the past year and are recovered during the 
yetr in which calculation is made, in advance for the following year. For 
example, the contributions calcnlatod in 1891-92 were made on the actuals 
of 1&90-91, and were recovered during 1891-92 in advance for the year 
1392-93. — (G, F. Proceedings No, 86-1595 nad No 1596, dieted 11th 
August 1 875-cflse G, P.^) . ’ x 

43. — ^It should be noted for the information of the Budget), Department 
by which the calculation is made, that the contributions should be’calculat- 
fcd by dividing the expenditure actually incut red during the year on the^ 
Lunatic Asylum at Lahoie, as exhibited under the head 24.— JfefecZica//^ 
by the number of lunatics reported by the Superintendeht in charge ot, 
the Asylum to hava bo n maintained during the year. But when the 
division is being made tbe following points should be attended to— 

(a). The particular Fund of the District from where the lunatic 
was received should be allowed credit for any money that 
may have been realised from his friends or relatives on 
account of his keep } * 

{h)» The cost of the maintenance of mVmiaZ lunatics should be 
deducted from the aggregate expenditure, as Government 
has decided to boar this charge 
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The cost of the maintenaDce of lunatics supported in the 
Asyluruj but who were received from Cantonments and 
Municipalities outside the Punjab and N.-W. P. P* (except 
the Ajmeie Municipality, the cost of the lunatics belonging 
to which is recovered in cash)^ should also be deducted 
from the expenditure, as it has been decided that their 
keep will be defrayed from th© Provincial Revenues; 

The actual or the average cost of maintaining any Earopean 
or Eurasian lunatic, as shown by the Superintendent of 
the Asylum, should be charged to the Fund concerned 
after allowing for any recovery that may have been effected 
from relatives or friends. 

The maintenance of vagrant lunatics, that is of lunatics the 
place of whose abode cannot be ascertained, should be 
debited to the District Fund of each District in proportion 
to the number of other lunatics actually belonging to it, 

A discharged lunatic, who has no friend to receive and 
take charge of him on his quitting the Lunatic Asylum at 
Lahore, shall be provided, by the Superintendent of the 
Asylum, with a railway ticket for so much of his journey 
home as can be performed by rail, and, in addition, with a 
sum calculated at the rate of two annas a day for each day 
that may be spent in travelling either by rail or road. 
The charges incurred on this account should be treated in 
the same manper as the cost of maintenance of the lunatic 

^ up to the day of his discharge from the Asylum. 
If he was maintained at the Asylum by his friends, it 
should be paid out of the remittance sent by them for this 
purpose, otherwise it should he charged to the source 
(whether Provincial Revenues or District, Municipal or 
Cantonment Funds) which was charged with the main- 
tenance of the lunatic. Charges on this account recover- 
a^Dle from District, Municipal and Cantonment Funds, &o., 
will be notified to this oflBce by the Superintendent of the 
Lunatic Asylum annually, when communicating the charges 
recoverable for maintenance of the lunatics, and full 
details will be given of the names, place of residence, &c., 
of the discharged luuatics and the amount recoverable on 
account of each.-— (G. P. No.^l98B, on Cir, No. 27, dated 
8th Novembev 1894— 'case QenL 
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44. — The restilt shoald then be distributed among the various Dutriot^ 
Municipal and Cantonment Funds according to the number of lunatics 
despatched by each body, and the period during the year for which they 
were maintained. The dietribntion should be entered as nsnal in ihe 
tabular form, and forwarded to GoTernment for publication, after which 
the amount due for recovery should be communicated to the Treasury 
Account Department, which should be careful not io order a recovery from 
any Cantonment Fund until His Excellency the Gommander«in41hiefs 
sanction to that effect has been received through the Punjab Government. 
In connection with this subject, it only remains to state that recoveries 
made from the Monicipal and Cantonment Funds shoald he credited to 
XX. — Medical/* while those from District Funds should be taken nnder 
the adjusting head,—'' Contributions from. Local to Pr<mneial”’-^(Qt P. 
No. 967, dated 2nd May 1887 — case Qend. O. P. No. 1474^, dated 
11th April 1888— ease Genl. Q. P. No, 878, dated 1st February 
1879— ca-e Oenl.-.^,and Q, P. No. 1120, dated 17th May 1887— 
ease Genl. ^). 

Audit of Punjab Government Press Accounts 

45. — For detailed instructions soe pares 119 to 122 of Oliaptor i. 

Returns and Reports. 

46. — ^The appended list shows the Beturns and Reports for the correct 

preparation and punctual submission of which the Budget Department 
responsible. v 

47. — In future two copies of reviews of accounts of a* general nature 
such as Appropriation Beports, Beview^ of Balances^ iB^ports on Local 
Funds, Treasury Insnection Reports, &c., should be submitted to the 
Government of India in the Department of# Finance aijd Oommeroe.— 
(G. L, F. D., Nou 4230, dated 9th Avgust 1887— G. I. .. . 


— 



% 



Name of Retnrn or 
Report*. 

When due. ^ 

To whom 
sent. 

Aufchori?y. 

o < 
S& 







Daily 1 



1 

Attendance Book 

Every day 

Chief Snpdt. 

Para. 13, Ghap^r I 
O&ce Manual.’^s. 



Weekly. 

• 

1 

! Para. 81, Chapter I., 
Office Manual. 

2 

List of Arrears 

Every Monday ... 

Acctt.-Genl. 
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Name of Retarn or 
Report* 

When due. 

To whom 
sent. 

Authority. 

Budget r«nd Beviaed 
Estimates of P. W, 
Receipts and Charges 
by Civil Officers* 

Yearly. 

S 0 as to reach by 
15th January- 

Acott.>Geiil., 
P. W. D. 

Art. 1310,0. A, 0, 

Civil Budget Estimate 
with Appendices and 
JJotfs. 

20th January ... 

G. I., G. P., 
0. 0. and 
O.G. 

Art. 1535, 0. A.O. 

Oommunication of Rev- 
enue and Grants. 

Commence' in 
April. 

VariooB OflS- 
oers. 

Para. 13, Chapters, 
0£5ce Manual. 

Printed Distributed 

Budget of District, 
Municipal and Can- 
tonment Funds. 

May 

G.P., 0, 0., 
Revenue 
Coznr.,Comrs., 
D. Cs., &c. 

A. G.’s No. 19662 S.A , 
39th March 1905— 
(Case Gf. P..J^ v 

3-4 *; 

Approximate Aooount 
of receipts and 

charges relating to P. 
W. in charge of Civil 
Officers* 

So as to reach by 
Ist July. 

Aoctt.-Genl., 
P. W. D. 

Art. IglO, 0. A. C. 

Statement of probable 
actuals of Revenue 
and Expenditure. 

j 15th July 

f 

G. I, 

Art. 1536, 0. A. C, 

► Excess Expenditure over 
Contract^ants , 

After close of 
March Final. 

G. P. ... 

Para. 3S, Chaptor 8, 
OflSce Marmal. 

) Appropriation Report.^,. 

c 

r 

5th October 

G. I., G. P., 
C. G., other 
Accttfl.-Genl., 
Controllers, 
and 0. L T. 

Ait 1349, C. A. a 

L Six-months’ Estimates 
of P. W. Receipts and 
Charges by Civil Offi- 
cers ^ r r 

So as ho reach by 
1st November 

Acctt.-Genl,, 

P. W. D. 

Art Iglfl, C.A.5. 

1 Six-monthly Sstiraates 

15th Do 

G. I. 

Art. 1534, 0. A C. 

\ Budget Estimaia of 
Civil, Account Office. 

1st Decain''j)or .. 

e 

c. a ... 

Art 1518, C. A C 
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Name of Betnm or 
Report. 


When dne. 



Auihority. 


Y eSivly-cojiClufleff 

Excess Expenditure ovor 20fch Decemher... G. P.^ C. 0. Art, 298, C. A. 0, 
Major Heads. and 0. 0. 


Statement of Oontribn- 31st Do. 
tions payable by the 0. 0. 

District Beards, Muni- 
cipal and Cantonment 
Funds for the main- 
tenance of lunatics. 

16 Estimates under tho End of December 0. 1. T 
heads Stamps, &c. 


G. P. and <^.P. No. 1221, dated 
Q Q the 12th May 1876.— 

(Cm. G. 


KKJass r. 
and para. 43, Chap« 
8, Office Manual, 

C, I. T.’8 No.^- 

dated 2l8t Febrnai^ 
1891.— (Casa GenA 

JL\ 

1800 > 


:? Public Works Allot Before Sht De- G. P., P. W. 1 G. 3?., P W. D . 
menla from District oember. D., and Dis- 

lands. trict Officers. ^^8- 

{Om Swl. 


18 Estimates of Debt, De- So as to reach 0. G. 
posits and Advances. not later than 
13 th Eebruary. 


Art. 1630, 0. A. 0. 
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CHAPTER 9-COMPILATION DEPARTMENT. 


1.— The work of iihe Depiurtmcnt is di'/ided iato six Sectione— 


(1) . Compilation Section. 

(2) . Accoont Carrcnt Section. 

(3) . Book Sectioii, 

(4) . Loan Section. 

(5) . 6ovornincir.t Securities in Trust Section. 

(6) , District Funds Section, 

Cotfstitution, Control and Distribution, 

2.— 'Tlie permanent sanctioned strength of the Department is composed 
of 1 Superintendent, I Assistant Superintendent, 23 Clerks and 1 Apprentice. 
The Department is nsnallj under tho control of the Assistant Accountant- 
General or Chief Superintendent, but all important matters are disposed of 
under the orders of the Accountant-General. The Department has, besides, 
the.postingof Local and Foreign Remittance Transfer Receipts and Supply 
Bills, and the Police OfiBcers’ Provident Fund. 


S.— The work of the Depa>rtment is distributed as shown in the 
gradation list of establishment, but changes are made in the distribution 
from time to time consequent on the absence on leave, &o., of some of the 
manbers belonging to it. 




Compilation Section. 

4. — The main duties of this Section are the posting of tho District 
'Accounts in tho Detail Books, the prepaiation of the Consolidated Abstracts 
and the ' Civil Account, tho compilation of tho periodical reports and 
returns required under the rales of the Civil Account Code and 
other orders, and tjic correspondence emanating from these reports and 
retQrns. 


^ ^ Detail Books. 

5.— The receipt of the District Classihed Abstracts from the Treasury 
Recount Department and the progress of posting the Detail Books will be 
watched by means of a statement in which tho due dates are put down, 
and the dates of receipt entered by the respective posters. The Superinten- 
dent should review this statement every day between the 16th and the 20th 
of ths month, and report thi'ough his Gazetted Officer to the Deputy 
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Acooiinlant-General all cases of deUy iu snbmittirg the Clapsiiipd Abstracts. 
No delay in the preparation of the monthly accounts will be alloirod in any 
circumstances, and the Superintendent of the Compilation Department will 
be considered to have accepted responsibility in all cases in which the late 
submission of the Glass! Bed Abstracts is not reported. 

6. — Classified Abstracts should be posted in the Detail Poohs as soon 
as they are received, and returned to the Treasury Account Department 
within four days of their receipt. The entire posting and examination ol the 
Detail Books shonld he completed two days after the last Gias^i^ied Abstract 
is received. They shonld then be totalled and proved with bho Disbnrscr’s 
Statement which is prepared in the Treasury Account Department in 
accordance with Article 1053 of the Civil Account Code. This Statement 
should be made over by the Treasury Account Section two days after the last 
Classified Abstract is submitted to the Compilation Department. 

7. — ^The Eemittanoe Check Raster showing Cash Remittances between 
Treasuries, which is prepared in acoordanoo with Article S 10 of the Civil 
Account Code in the Treasury Miscellaneous Section, idiould be submitted to 
the Compilation Department for agreement with the Detail Books as pres* 
cribed iu Article 912 of the Civil Account Code, a day after the last Classified 
Abstract is sent to that Department. 

8. — The Detail Book Poster should object to a now head being opened 
in the accounts without antbority ; whenever be sees that a new head is 
opened ha should refer to the Order Book to see whether authority exists 
for it or not, if not, he should call upon Iho Auditor to obtain ^ho necessary 
sanction. 

9. — Each Classified Abstract shonld bo initialled by tbe Detail Boo]| 
Poster and Examiner in token of their having posted and esapiined the 
entries made in it, and every care should be exercised to maintain the 
bocks as neat and clean as possible. 

10. — No orasuroR or over-writings will bo allowed in the Detail Books * 
all incorrect entries should be neatly scored through, and the correct 

entries written over them with red ink and initiaUpd by^he clerk making 

♦ 

the correction. 

11. -»A{lGr tho Detail Books are totalled and proved the Abstract ^ 
Transfer Entries prepared under paragraph 28 below, should be posted in 
them and tho books worked out and made over for the preparation of the 
Consolidated Abstracts 
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Consolidated Abstracts. 

12. — The preparation of the Consolidated Abstracts should not ordi- 
narily oconpy niiich timOj snd they should be completed not later than six 
days after the last Classified Abstract has been received from the 
Treasury Account Department; except when for Budget or other purposes 
the Consolidated Abstraots are required earlier. In such a contingency, 
there is no hdpfor it but to complete the Classified Abstracts and close 
the Detail Books earlier by working extra hours and attending during 
holidays, if necessary.— [Case MU. j^L .] 

13. — A note should be made in the Gousolidated Abstraots showing up 
to wliat month the Forest and Political Accounts and the adjustments on 
account of Jail snppUes, have been incorporated in them. — [<?. P. No. 913, 
dated 5th April 1883 — case (?. P.-L and &• P. No. 427, dated 2nd Ma'^'oh 

1889— G, P, -li-] 

Provincial and Local AccountSo 

14. —The Distribution Statement prescribed by Article 1356 of tbo 
Civil Account Codo, should be taken up immediately after the Consolidated 
Abstracts are compiled, and submitted for the Accouutant-Generars 
approval wioh the Provincial and Local Accounts. 

Consolidated Abstracts. 

^ 15. — ^To facilitate the compilation of the Consolidated Abstracts, 
the Local Fund Detail Books should be usually totalled, proved, and worked 
out on or before the 24th of the following month to which the accounts 
relate unless the,^ are required earlier for Budget or other purposes in 
%rhioh case they alfSiild bo made over earlier. 

.. • Civil Account 

16.— ‘On flompletiou of Jhe Consolidated Abstraous, tho Civil Account 
required by Article 1075 of the Civil Account Code, should be taken up 
amd completed on the last working day of the month but one, and laid 
before ihe Assistant Superintendent of the Compilation Dep 2 ,rtment with 
the Consolidated Abstracts for '’examination and submission to the 
Accountant-General for signature the next day.*-- fCasc Ms. ,1 

Final Closing of Accounts and Journal Entries. 

J7.— The Government of India, in Financial Department Eesolution 
No. 903, dated 29th February 1888, have ruled that the Finance and 
- Revenue Accounts should be absolutely closed so as to be in print on the 
81st December of each y^ar, and the Oomptroller-Geueral has accordingly 
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directed that allJournal Entries should roach him not later than the 15th 
December every year. But i£ special oircamstances should arisO; Journal 
Entry may bo made after this date in telegraphic communication, if neceB- 
sary, with the Oomptroller-Generah — {C. G. JVo, 2896, dfM 1th March 
1898-ca^e a G. 35 of 1897-98.] 

18. — To reduce the number of the so entries, the final accounts for 
March should be as complete a record as possible of all the transaotionsof 
the year i and to secure this, special attention is directed to the punctual 
submission of all outward Exchange Accounts and the prompt adjustment 
of those received. As a general rnlo, those items only should be included 
in Journal Entries which cannot posfc»ibly be incorporated in the M«rch 
final accounts. The number of the Journal Entries should not be great 
and each Assistant iu the Office should take great care in watohhig that 
all adjustments relating to the transactions of tho year arc incorporated iu 
the final accounts and non kept back to the last moment. No Journal 
Entry will be accepted for incorporation in tho accounts except with the 
sanction of the Accountant-General, and the reason why tho adjustment 
was not made before the closing of tho final accounts for March should 
be briefly stated in each Journal Entry.— [0. (?/« No. 826, dated 29th 
August 1895—0056 C, Q, i 

Note,— Journal Entries affecting the samo ‘odnor head are inadmissible.— [4. 
order in ease A, G, 

19. — As a precaution against mistakes in classification being passed in 
the final accounts for March, the Superintendent of the Compilation De- 
partment will personally compare these accbnnts with the Revised Estimates 
of the year, in anticipation of the more complete tost w&!hh Is afforded ^ 
by the Appropriation Report. He should also see that alj Public Work} 
receipts and expenditure in charge of Civil Officers are adjusted in the 
Civil books, and lastly he should ascertain that the periodical transfers, of 
which a list is given in paragraph 33 below, have been really made.— [O, 
G.^s No. 259, dated 9th May 1888 — case G. G. iL.T ' 

^ 188S ^ 

20v— Adjustments affecting the head Items adjustabL 1 y India” 
made after the despatch of tho final Exchange Account with India for 
March, should be communicaced to tho O^uiptrollm, udja a'*’! as 
follows 

let batch ,,, August 29th. 

2nd do Septeft'ber 28th. 

3rd do y October 29fch. 

dOc «QQ ao s Oeoumbpr 
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21. — No Jbannl Entries aSeodug fcho Aocoano Current between India 
and Punjab sbonldbe mads after 80tb November, bnt if any neces'Jity arisoa 
after that date for snob an adjustment, it may be made with the sanction 
of the Accountanit-Q-'eneral, and commnoioated to the Comptroller, India 
Treasuries, by telegram.— [0 . 1 T. Office Manual, Buie 804 4.] 

NoTfl statement showing the amannts under the major, minor, and detailed heads 
affected by the Journal Bntries ae originally recorded in the March Final Abstract and ea oor- 
leoted by the Journal Bntries should be submitted to the Local Government not later than 

the ISfib January each year.— [Of. G/s No, 826, dated 2Qth August 1896— case C, G. 

XoTB 3.— All Jonrnal Bncries affeofciug PnbUo Works in charge of OivG Officers, should^ 
be iafimat«td to the Aocoantant-General, Fablio Works Department, on the lOtb September 
10th October, lOth November and 15th December simnltaneonsly with those submitted to tho 
Gomptroller*GeneraI. Bat see para. 17 above.— 0, G's No, 626, doted dfih July 1892— case 0, G, 

Procedure regarding Transfer Entries. 

22. — The rules regarding transfer entries are contained in Chapter 
65 of the Civil iiccouiit Code> and the procedure adopted in this Office* for 
incorporating them in the De tail Books is the £rst plan mentioned in 
Article (087 of that Chapter. These rales should he carefalijs observed 
in every detail. 

23. — The following supplementary instructions have been devised 
mainly with a view to securing the punctual and systematic record in the^ 
Classihed Abstract o{ all transfer entries which afiect the district as 
opposed to the Provincial Account, and for ascertaining the uamben of 
transfer entries passed in the Treasury Account Department and accepted 
by the Compilation Department, 

24. — Transfer entries found necessary will be made in the Section of 
the Office bf^which the necessity is discovered or wherein the occasion 
arises, and they should be prepared, without fail, immediately the need 
for them comes to light. 

T 

25. — Every trausfer entry found necessary in the Treasury Account 
Department should be drawn, up by the Examiner, or if he is really pre- 
yented from doifig so on any occasi m, by the Auditor ; but in that case it 
must be carefully examined .and initiallod by the Examiner. In the other 
Departments of the Cflnce, the transfer entry should be drawn up by the 
Asaistart who m charge of the particular work out of which the entry 
arises. An intelligible reason should be recorded on every transfer entry 
It is not sufficient to say thst it is made “By order of Superintendent 
or * By order of Deputy Accoautaut-Gleu^^ ”.;fi!1?eflBronce to document, 
ary evidence should always be given, ^nd it -should invariably be stated 
why the transfer is necessary. 
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26.— When the transfer entry is made in the Treasury Aocount 
Department^ it should be laid before the Superintendent or the Assistant 
in charge of the Section^ who will initial and date it in token of having 
approved of it, and will submit it to the Deputy Accountant-General to be 
approved by him if the transfer entry is due to an office error, or aSeota 
an Incorporated or an Excluded Local Fund or any banking account. After 
the transfer entry has been passed, the correction carried into effect by it 
should be recorded by the Anditor of the District concerned in his Classi- 
fied Abstract, in the manner described in Article 1082 of the Civil Account 
Code. When a transfer entry is made in any other Department of the Office 
affecting the District Accounts, itr should, after having been approved by the 
Superintendent or Assistant in charge, and also by the Gazetted Officer 
by whom the Department is controlled when the transfer entry is due to an 
office error or affects one of the funds or banking accounts just mentioned, 
be sent with a receipt book to the Examiner of the Section of the Treasury 
Account Department concerned. That Officer will acknowledge the receipt 
of the transfer entry, and will thereafter be responsible for seeing that the 
correction made by it is duly recorded in the Classified Abstract, and that 
the procedure described iu the following paragraph with regard to the 
registry oJ the transfer entry in the Transfer Entry Number Book is 
strictly followed in precisely the same manner as if the occasion for the 
transfer had arisen in the Treasury Account Department. 


27, — ^When the transfer entry has been recorded in the Classified 
Abstract, it vnll be entered in the prescribed form of register called the 
Transfer Entry Number Book, one of which i8»i;pqaired to be ipaintained 
by each Section of the Treasury Account Department, If this work is 
efficiently performed, the Transfer Entry Num’ber Book will be a complete 
chronicle of all the transfer entries, whether origmakng in tlie Sjection of 
the Treasury Account or in any other Department or Section of the 'Office, 
which concern the accounts of the Treasuries aadited and abstracted in the 
Section in which it is kept. These Transfer Entry jSfumber Books 
should be checked and agreed and placed before the Deputy Accountant-* 
General monthly for inspection, as laid down in Article 1085 of the Civil 


Account Code. ^ ^ ^ 

Note —To enable him to prevent or detect undue delay in connection with transfer en 
tries each Superintendent or Assistant m charge of a Section in the Treasury Account Eepart- 
mmt will keep a note-book showing the dates on which each transfer entry is (1) drawn up, (:5> 
exaimnedhytheBxammer, (3)pa3sed by the Superintendent, Assistant in ^rge, or by the 
Gazetted Officer, as the case may be, and (4) received by the Compilation Department. The 
date of each of the three processes first mentioned will be fouud on the transfer entry itself ; 

the date of the fourth will be entered in the propv column of the Transfer Entry ^^mber 

Book, under the initiala of the Transfer Book Ledger-keeper. 
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28.~The transfer entries sbotild next be sent with the Transfer Entry 
Number Book to the| Superintendent of the Compilation Department. 
That Officer if he sees nothing objectionable will approve of them, and pass 
them on to the Transfer Book Ledger-beeper, who, as soon as he receives 

them, will note in his Index of Transfer Entries in the oolnmn headed 

*' Who brought the entry” the number given to the entry in the Transfer 
Entry Nnmber Book, and will enter in the latter register the number 
assigned by him to the entry in his Index. He will then return the Trans- 
fer Entry Number Book to the Section concerned, retaining the transfer 
entries in his own possession. He should be careful not to reoei^re any 
transfer entry until it has been approved by his Superintendent ; he should 
make every effort for posting these entries in the Transfer Book Ledger 
and having them examined on the day they are received ; and he should 
see that the Abstract of Transfer Entries is compiled, proved and made 
over to the Detail Book Posters at latest four days after the last,ClasBified 
Abstract has been received in the Compilation Department. 

Note 1.— The tianafer etitriea when once made ovpr to the Compilation Department 
ehionld under no ciroumstancea be removed from the Department for reference uniesa required 
by a Superintendent or a Gazetted OiUse?. 

Kotb 2,— All transfer entries made in eonseqnence of mistakes commitfod in this Office 
and entnes for Rs. 500 and npward<», ex those which are roouriinj?, or which are made in 
oomplfanoe with requisitions received from Deputy Commissioners, or on the aurhoiity of the 
Ezohange Accounts, should be submitted totl^e A coo untint- General for approval.* 

Korar 8,— The transfer entry on acoounr of cash recoveries of servise payments should 
also be submitted to the Aooour taut- (General for approval. 

29,— Transfer entries will be received in the Oompilation J[Department 
for mcorp*oration with the* accoauts of the month in hand up to the day 
the last Ol^sified Abstract -is received, which will be usually the 20ih of 
the followingc month ; but transfer entries relating ty Jail adjustments can 
only be received at €he latest three clear working days before the date 
fixed for the forwarding of Jbh© last Cla«*si6©d Abstract to the Compilation 
Department. Transfer entries received after these dates, will be inoor- 
^ porated in the accounts of the next month. The transfer entries sent 
between the interval the Transfer Book Ledger for the month is closed and 
for the next month ^opened, will be taken, and the Transfer Entry Nnmber 
Book ^initialled and returned to the Section, the Ledger number being 
taken by the Department making the transfer when the books are re-open- 
ed and the entries numbered. 

80.— The Transfer Books for March final will reaaia open fill the 20th 
July of each year, after which dhte no transfer entry made by other 
Departments will be accepted by the Compilation Department; bat in 
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order to furnish the Government of India with a statement showing the 
probable actuals of revenue and expenditure for the past official year by 
the third week of July, as required by Article 1535 of the Civil Account 
Code^ it is necessary that all transfer entries pertaining to the previous 
year, so far as can be ascertained, should be made over to the Compilation 
Department by the first week of that month. No transfer entry, the 
occasion for which could have been foreseen, will be accepted by the 
Compilation Department without an explanation of the delay, and then 
only if the entry has been passed by a G'^zetted Officer up to 31st July 
and by the Accountant-Geaerai up to 4th August after which no transfer 
entry will be accepted for incorporation in the accounts for March (final). 
For details see paragraobs 182—187 of the T. A. D. Manual. 

31. — To avoid the submission of transfer entries to the Compilation 
Department unmethodically during and at the close of July, each Section 
in the Office should prepare in the first week of June a list of all transfer 
entries likely to be made in the final accounts, and send it to the Gazetted 
Officer for inspection on 10th July, showing what transfer entries have been 
made and what action has been taken for those that-still remain. — [A. GJs 

order jUed in case C. G-. 

32. — ^The Abstract of Transfer Entries for March final i^oald be com- 

pleted on tbe Angnst, and no transfer coiTooting an error of classification* 
in tbe accounts nnder the same major head will ordinarily be indnded in the 
list of Jonmal Entries. — [<7aae M%s. n 

Kotb. — ^Fortho rules regarding Jownal Eutrlca 6C£?^paragraplis 17 — ^21 above, 

• * 

Periodical Transfers. 

S3. — The following list shows the periodically recurring transfers for the 
punctual carriyng out of which the Compilation Department ia're^onsible. 
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Departmental Returns. 

84.— By Eesolation No. 1531, djited the 6th August 1889, the Punjab 
Government appointed certain Collecting and Oontroling OflScers in respect 
of the revenue and receipts of Govnumeni;. At the end of this Manual 
will be found a list of the Controlling Authorities in the Punjab and North- 
West Frontier Province to whom the Compilation Department com* 
municates, in montlily statnneuts, the revenue and receipts as exhibited 
in the public accounts, for comparison with the Rtat**ments rendered inde- 
pendently to these authorities by their Collecting Officers. 

35. — To avoid, as far as possible, diiferencos between the returns pre- 
pared by this Office and those submitted by Oollectiug Officers, it has 
been arranged, with the sanction of the Punjab Government, that Collect- 
ing Officers should send the returns to their Controlling Officers through tho 
local Treasury Officer who will note on them any discrepancy that a 
comparison of the Treasury books may reveal, and send a requisition to this 
Office for correction of the error. 

36. — The Besolutiou above quoted also pre=^cribo5 that this Office 

should furnish the Inspector-Genet al ot Prisons, the Inspector- General of 
Police, the Commissioner of Excise, and the Superintendent ot Stamps 
with monthly statements showing tho expenditure of the Departments 
under their respective charge for comparison with the returns submitted 
to them direct by their subordinates ; and as much correspondence results 
owing to differences between tho two records, the attention of the Treasury 
Account Department is called to the carefifU preparation of the Classified 
Abstracts and to the instructions contauiod in the Departmental Order 
Book of that Department, and of the Compilation Depa^rtmont to the 
necessity for seeing that tho btaiumruts both ot revenue andioi^endituro 
are carefully prepai*ed. — [tf. P. No. 1531, dated 6th Aui/ast 1889 — Case 
G P 1 ' 

These returns for the North- West Frontier Province are submitted 
to the following Oflicers For the Jail bopartmeut, to the Administrative 
Medical Officer; for tho Police DoparMiiont, Loathe Inspector-General 
of Police ; for Excise aud Stamps, to the Kovemie Conmissionoi^ 

V 

87.— A complete li‘^t oi! the reports and returns, f r tlie correct preparivn 
tion and punctual submission o£ which tho Compilation Depaitmont is res- 
ponsible, is given at the end of this chapter. 

38.— They should be prepaiod ai least two days before the prescribed 
dates, and laid before the Assistant Superintendont for review, with a cerld- 
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ficate inserted at tlie foot rf eacli return or lepott to the effect that the 
figures recorded in it have been compared and agreed with those shown in 
the Consolidated Abstracts. 

39. — Each return as it is ready for dei>patch should be made over to 
the Assistant concerned for entry in the Progress Report of Returns, 
and deliver) to the Dcspatchei.— 

40. — All tabular statements intended for the Punjab Govemnaent 
should be numb^'red from left to right, and when a statement has sub- 
ordinate heading*^, untler the principal headings, the numbering of the 
columns shou In ran along llirough the '^ub-headings. — [(?. P. (7ir. -No. 14, 
dated 26th July 1895 — Case 0, P., — 1 

Account CuvTenfc Section. 

Outward Exchange Accounts. 

41. — As each Classified Abstract is received in the Compilation Depart- 
ment the particulars roquiied for the compilation of the Outward Exchange 
Accounts «*hould be collected and the Accounts prepared in time, so as to be 
despatched on the lOth of the second mouth following that to which the 
account relates, except iu the case of the India Exchange Account, which 
must be despatched on the 30tli of the following month. 

42. — The schedules to be attached to each Account Current should 
give full details of debits and oi edits to enable the responding Account 
OflBcer to** adjust them without unnecessary references Each Outward ' 
Account, as itfis prepared, should be certified by the Clerk in charge that it 
agrees with the details shown in the schedules and also with the amount 
in the Consolidated Abstracts. 

r 

43. — Eio vouchers f ortainmg to each account should be made over by 
the Departments concerned to rthe Compilation Department within three 
days after the Disiiict Ahstiactis completed, which should be attached to 
the -account when it is ready lor despatch. 

r 

44. — The balances in tlie Supplemejulary Accounts should be verified 
by the SupeamleLd'cfnt vf'th the Ledge! bahmci s. 

Inward Exchange Accounts. 

Explanations. 

45. — No debits or credits should be accepted in anticipation of the 
Kxchange Account unless it is expressly'statcd by the Account Oflicer con- 
eraed that tho transactions will appear in his Exchange Accounti for the 
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month in hand. In the case of the Mni'ch final Exchange Accounts a list of 
^he debits and credits should be called for tVoin ilie Accountinj^ Ofiicers 
on 0 *' about the 1st July of each year and adjusted in those accounts. 

46 — Writes-back should be afforded under the same head of the 
account current under which the original item appeared. 

Restrictions. 

47. — The following are exc^options to the general rule contained in 
Article 1105 of the Civil Account Oode, directing that charges incurred by 
one Province on behalf of another^ are to be finally recorded in the accounts 
of the Province in which they ate paid 

(a). — Payments made on account of the railway faro of the men 
belonging to the Assdm Frontier Police. These charges 
should be adjusted ihrougli the Exchange Account with 
Ass4m. — [C. Ko. *2397, dat/^d I7th March 1888— Code 


A. 


JL.] 

18S7 


(6). — Payments made from Punjab 'Prensuries on account of railway 
fare of Upper Burma polic(*iren. Sui*h charges should 
be adjusted through tie Exudiunge Afcunut with Bumia.— 
[C. GJs No, 98‘i, dated 8e})ftuiher 1838 — Case C. (r,, j^.] 

(c) , — Advances of pay to Gazette 1 Officers.— [A r/ic/c6* 51| 52 and 

759, Noie 1, C. A. G.] 

(d) . — All charges for copper coin remittances.- 

a A. a,] 

(e) . — Items referred to in AiiiicJo 1 105, C. A, C. 

(jfj.-Oost of newbuapors, periodicals, stationery^ 

paper, rubber stamps, soaL and wBfamping 
such stamps and seails, suppli d by the Superiifiendcnt of 
Stationery, Calcutta. — [C. No. 1596, dated 22nd 

Deceohher 1888 -Case 0. R, 


-[ArficU 594, 


, plain 
yik UMed witfi 


(jf).— Deficiciii-y found 
0. A. C.] 


ill a Pircigii Remittance . — [Article 664, 


NOTB.—Charf^fS dpbitabl** to a inajoi In ad which dies nor« exist on tho books of fcke 
Province in which miuun 1 ‘should ne passul on lot to the Account 0£Bc63r of tho 

Province CO iioerned, — [](/. GJ'* jVo. 010, thtitvl *jOth uhf Ib'JO f uiG C. Cr., J 


18UU-97 


Audit of vouchers received with Accounts C?urrent. 

48 —As charges debited to the .Puuji.b in any Account Current are not 
audited by tho Compilation Department, the bills attached t ) the Account 
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Current and those subsequently or previously sent in support of a charge 
debited to the Punjab in any Account Current, should be handed over to 
the Treasury Account or Special Audit Department, as the case may be, 
for audit and return, but the charges covered by these bills, if objection- 
able, will not be brought on the Objection Books of the Treasury Account 
Department. These vouchers should be sent through the Sectional Super- 
intendents to enable them to exercise a check over their prompt audit, and 
they should, as a rule, be returned back to the Compilation Department 
•within three days of their receipt by the Auditors. 

Note.— The pay of Backaud&z fraards entertained in the Buildings and Beads and 
Irrigation Branches is not andited in this ofBce as this is done in the office of the Bzaminer^ 
Pnblio Works Aooonnts, Punjab.— [A. O.'s order in case P. W. A., 

49. — ^It is the duty of the Compilation Department to see that every 
sum charged to the Punjab in the Account Current is properly vouched 
for, and, consequently, if a charge is made upon a simple receipt or 
upon an abstract bill, to call for the proper voucher until it is re- 
ceived. The Superintendent of the Compilation Department should keep 
a watch for the prompt return of the vouchers made over to the Treasury 
Account or other Department. Similarly, it is the duty of Auditors to 
see that vouchers for sums charged to other Governments or Departments 
through tl^e Exchange Aoooauts, are complete in every respect, and should 
any defect be discovered in such vouchers by the Officers required to bear 
the charge, to take immediate steps to have it removed, — [Case 

■- ’ 1898.98 •' 

50. - -After the vouchers are returned by the Treasury Account De. 
partment or Special Audit Seotjoa, the charges objected to by them must 
be entered in the Account Current Objection Book as “ Awaiting Clear- 
ance,” and the Objection Book, Account Current and vouchers laid before 
tlfe Superintendent for biq^initials. 

r*- 

Disposal of Exchange Accounts. 

51.— On receipt of an Exchange Account, the^Account Current Clerk 
will examine its totak, enter it in the Items Adjustable Eegister and Tyin.V« 
over the vouchors received with ,it to the Department concerned for audit 
and eufacemont of the grant heads to which the charges are debitable. 
He 'will be eesponfible to see that all charges are properly vouched for. 
The audit of these vouchers should be performed in precisely the anmf* 
w^ as of vouchers received with the Lists of Payments. 

“After the vouchers are andited and returned to the Account 
Current Clerk, he will enter tho amounts objected to in his Objection Book 
and then send the Bxohanga Account with the Items Adjustable Register 
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and Objection Book to the SnporintenHent for approval, after which the 
Exchange Account Absti acts should be compiled, the postings examined, 
and finally submitted to the Ofiicer in charge. Exchange Accounts should 
be disposed of as they are received, and not kept back until all of them 
have been sent in. 

58.— After the Exchange Accounts have been disposed of, as above 
described, they should be posted in the Progress Register maintained 
under Article 1156 of the Civil Account Code, which should be totalled 
monthly in pencil after the accounts for June are posted, to enable the 
Superintendent of the Oompilatiou Department to watch the adjustment 
of outstanding items. 


Compensation for land. 

54.— There is no objection to the payee’s receipt in Form 0, for com- 
pensation for land taken up for public purpos»^s, being in vernacular 
provided a brief abstract in English is endor«ed thereon, stating the amount, 
the name of the payee, and the nature of the payment, as required by 
Article 9 (6) of the Civil Accouiifc Code -^[Onr JVo. 9365, iaUd 28th My 
1887— Case Mul, I..-] 


55. — Advances for compensation for the purchase of land should 
be debited in the Civil Department to the head Advances Becoverahle/* 
and be retained under that head until receipt of vouchers in Form 0 or 
D, when the amounts slnaKi be transferred to the debit of the Public 
* Works Department. — [C. No. 263, dated 18th May 1891— 


56.— Payees’ receipts for compensation for land taken up or for other 
charges debitable to the Public Works D»>partment, shourd be sent to tUe 
Compilation Department with a covering list, and this list with Mie vouchers 
will be forwarded to the Examiner of ^Public Works Accounts with 
the Exchange Account. Auditors will be held ^responsible for the 
accuracy of the list, as also for seeing that the receipts are complete 
in every respect before they are despatched.— [ jBoj., P. W. D/s No. 
5640, dated 17th April 1888. — Case P. W. A. }L,a^dCas^M^s*fJ!L^.'] 


57.— Charges on account of compensation for land taken up for the 
Delbi-K.ilka, Southern Punjab and Simla-Kalka Railways should be debited 
IjO the Examiner, Public Works Accounts, Lahore, (ieneral Branch.— 
[Ex., P. W. A., No. 8167 G. B., dated the 6th JuVy 1889— Cane 
P. W. 
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58. — The Military Department should not be required to pay for land 
^afeen up permanently or temporarily if it is the sole property of Govern- 
ment, but if this is not the case, it shoald pay the compensation due 
to the owners or others interested in it. — [G. P. Gaz., dated 2bth Jvm 
1891, Part III, page 710.] 

59. — When charges for compensation for land taken up for the Military 
Department are incurred, they should be supported by a copy of the 
authority for payment of the amount. The authority should be sent 
in the first instance only, and a reference to its number and date given 
when subsequent charges are iuonrred.— [G. M, A’s No. 1955, dated 28th 
February 1876 — Case M. A,, -i-] 

60. — To enable tbe Account Officers of the Public Works Department 

to watch the expenditure inouned on the consti notion of branch lines in 
comparison with the capital deposited by the 0 impanies of the Guaranteed 
Railways in the Government Treasuries, an intimation of such receipts 
should be at once given to the Accouatant General, Public Works Depart- 
ment, for communication to the Examiner of Public Works Accounts 
concerned. — [0. No. 2005, dated 6th January 1898 — Case C, G., 

Postal and Telegraph Inward Statements of Debits and Credits. 

61. — These will be adjusted through the Adjustment Register prescrib- 
' ed by Article 1145 of the Civil Account Code. 

, The sale proceeds ot one anna and half anna unified stamps for Postal 
and Revenue pnrposes will, m the first instance, be credited to Postal 
Revenues and ^a sum of Rs. 2,00,000 (^^anjab, Rs. 1,85,000,. and N.-W. 

^ F. Province, Rs. 15,000) being the estimated value of the stamps used 
"in these provinces for non-postal purposes, will be credited to the Civil 
Department annually at ihe end ot the year throujih the Exchange Account. 
(G. 1. P. D., dtesoiution •'No. 1662 A, dated the 28th March 1908, and 
Comptroller-'&eneiars No. 161, dated the 18tb April 1906— Case P. G.— p— .) 

r 

' Abolition of the distinction between Disbursing and Non-Disbursing 

* Head Offices. 

62. — consequence of the abolition ot the disnnotion between Dis- 
bursing and Non-Disbursing Head Offices, the Postmasters of the Offices 
noted below 'will have an independent account with the Treasuries named 
against them, and rheir transactions should be sliowu distinctly m the 
monthly Exchange Account furnished to the Comptroller of Post 
Offices : — 

Post Office, n Treasury, 

Murree Rawalpindi. 

^ Srinagar Do. 
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Jammu Sifilkot. 

Mandi ... ... ... .. K4ngra. 

Bahawalpur Mooltan. 

’ \Com^,, Post Offices’ No. A, (?., dated Tih October 1891-- Cose Mis,, ^ i 

4Jiado ' 1891* I 

Local Telegraph. 

63 — Thi^ charges connecte I with the Telephone lines between the Jail, 
Police and oth *r departments ab several stations are passed on through the 
Exchange Acoant of the Telegraph Department, and are adjusted by the 
Account Current Section against their respective grants. 

English Medicines supplied by the Military Department. 

64. — The adjustments on account of the cost of English medicines 
supplied to Medical institutions by the Military Department should be 
made monthly by the Compilation Department on receipt of valuation 
statements from the Controllers of Military Accounts.— [ff. L, J. 2>., 
No. 1775, dated 8th April IBSQ^^Case M. A., 

65, — The co«5t of Medical stores supplied by the Military Department 
to Civil Su’geons on combined indents for use in dispensaries under their 
charge, should be debited to the heads concerned according to the propor- 
tions noted below : — 


Civil Institutions obtaining Medicines 
on combined indents, 

(1 . Jail, Police and Civil Station Hospitals .. 

(2). Jail and Polien llospitals ... 


(3) . Jail and Civil Station Ho^^oitals ... 

(4) . Polire and Civil Station Hospitals 

(5) . Jail, Police, Civil Station and Lock-up 

H ospitals. 

(6) , Police, Civil Station and Look-up Ho&- 

pital‘^. 

(7) . Station Staff and Ain»y Head-quailefb 

Dispensary, Simla. 

(8) . Jail, Police, Civil Station and Lunatic 

Asylums Hospitals. 


Fixed proportions in which each 
Itistitution should be debited. 

Jail ®, Police and Civil Station (In- 
spect* »r-Geuoral of Civil Hospitals* No, 083, 
dat^d 3rd March 1S88). 

In mnii^ticK, ciiccpt in the CEC^e of Simla where 
the chaise ib dcbitable in the proportions 
of ’ and I, respectively, — (Inspector-Gener- 
al of Civil Hospitals* No. 157S, dated 12th 
Jane 1894). ' * 

Jail 1 and CivTI Station J. * 

PolicH j and Civil Station 
Jail ^Police Civil Station J, and Lock-up I 
— (Inspector-General of Civil Hospitals’ No. 
187, dated ICth Janiiaiy 1894). 

Police Civil Station' J, and Look-up ^ 

Civil Station Ilobpital K and Military Dep**rfc- 
nirnt .j. — ^lubpoctor-Generiil of Civil Hos- 
pitals* No. 3943 , dat4|d 7th Nov«»mbt*r 1890), 
Jail Police J, Civil i, and Liftalic Asylum J. 


19 1 

[L c., of Civil HobpitaW No, 1845, dated 7th July 1804 Case M, li,y |.95 ‘J 

Invoices of Stores, &c. 

66. — On receipt of an invoice ht stores imported fiom England for a 
Civil Depaitmeiit in this Province, the Account Current Soefcion will adjnsfj 
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the amount to the debit o£ the appropriate head, and make over the trans- 
fer entry to the Auditor concerned. That Officer will enter the amount m 

his Classified Abstract and in the « Awaiting Clearance » column of his 

Objection Book, and return the transfer entry to the Supenntendent, Com- 
pilation Department, for any farther action that may be necessary. 

Claim for Telegram Charges preferred against Imperial Revenues. 

67.— Before a daim can be preferred against Imperial Revenues 
in respect of the cost of telegrams despatched in India, on behalf of the 
Imperial Government, it is necessary that copies of the telegrams should 
be famished, as in the absence of the particulars of the telegrams it 
cannot be known to what Department of the Imperial Government the 
claim should be addressed. 

If the telegrams should, however, be of a secret nature, information 
as to the dates of despatch and the Department from which the telegratns 
issued, with any further particulars which may be necessa^ for their 
identification, should be addressed under cover to the Financial Secretary, 
India Office —[0. ff.’s endomment No. 2501, dated the 20th February 1901 


u 


—Case C, 0.) i9oo-iw 


.] 


Journal and Ledger. 

68 —The Journal and Ledger postings should be completed within a 
, fortnight of the completion of the ConsoUdated Abstracts for the 

month. 

69. Tte monthly postings and the opening and closing entries should 
be checked by €he Assistant Sa,fenatendent. The accounts for March are 
' posted from the final figures and not from the preliminary. The Ledger 
totals sbonld be made in pencil quarterly and checked with the progressive 
fibres in the, Consolidated’ Abstracts. 

sanctions for extra^grants, sanctioned by the Gtovemment 
' of India, are received in the Budget Department, and that Department 
shonH intimate all such sanctions to the Superintendent, Compilation 
Department, who should bring th^m on the books and return the sanc- 
tioning letters to the^ Budget Department immediately. 

71 . - Corrective entries, after the final accounts are closed, are 
made directly in the Ledger and Journal after they are approved of by 
the Comptroller-General. 

' 72. The copies of the Journal and Ledger as submitted to the Comp- 

troller-General are made by section-writing with bis previous sanction, 
^whiob should be applied for in time each year. 
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Check over Revenue and Expenditure. 

73. — When any aerious falling off of revenue under any minor head 
, occurs with reference to previous years’ collections or past and present 

estimates, it will be the duty of the Book Section to bring the matter to 

the notice of the Revenue Authorities by 1st June of each }rear, and ask 

them to famish an explanation of the decrease. If no satisfactory ex» 

planation is given, the facts should be reported in a separate letter to 

the Local Government. There are, of course, many miscellaneous miuor 

heads, the revenue under which varies greatly from year to year. In 

such obvious cases the procedure enjoined above is not necessary.— [G* J., 

jP. ZJ., Ncn 1095, dated 5th Ju%e 1886 . — Case G. The Book Section 

1880 -* 

will also, with reference to Article 1646 of the Civil Account Code, wateh 
the proportionate expenditure under each major head in comparison with 
the Budget grant, and whenever the outlay to the end of any month is 
found to exceed the proportion of the Bndget grant to the close of the 
same month, the excess should be brought to the notice of the Accountant- 
General. 

74. — According to Standing Order No. 21, this OfBce is required to 
see that the contingent expenditure incurred by the Departments or for 
the purposes mentioned in paragraph (d) of that Order does not exceed 
the Budget grants assigned, not to any particular District, but to the 
Province as a whole. 

The Budget Section will keep the Compilation Department ijnformed 
of all heads under which the Budget grant has not been distributed accord- 
ing to Districts, and the Compilation Department will maintain a register 
for these heads showing the Budget grant and the piOg»ess of expenditure 
against it. Whenever the expenditure incurred exceeds the proportion of the 
Budget grant up to tho mouth in question the register will b« sabeaitted to 
the Deputy Accountant-General throagh th^ Gazetted Officer in charge, 
for information and action. In submitting the consolidated abstract the 
Superintendent, Compilation Department, will rec^n-d an office note cert%- 
ing that the register referred to has been completed up to the preceding 
month . — [Case G. < t ^ 

Currency Charges. 

75. — In the annual statement of Curiency Charges prescribed in 
Article 1622 of the Civil Account Code, two-thirds only of tho salary 
drawn by the Assistant Accountant-General, who was in charge of the 
Currency Office daring the year, should be exhibited.— G. G., 
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Treasury Telegraphic Report. 

76. —Aseaoli Abstract Account is received from the Treasury its 
totals should be checked and the opening balance verified with the ctoaing 
halanoe of the last month shown in the Disbnrser's Statement. It should* 
then be posted into a Broad-sheet, and the following procedure adopted 
for the adjustment of remittances in transit. The amount of remittances 
in transit at the end of the previous month should be added to the 
" of fTiiTi g balance,” and that at the end of the current month to the 
fflnfting balance, and the difierence between the two sets of figures above 
mentioned should be added to or deducted from the head " Civil Debt and 
Bemittaoce ” on the payment side, as the amount in transit during the 
last month is more or less than the amount in transit during the current 
month. 

77. — A register showing the variations between the Broad-sheet 
figures and the Besource Estimates should he kept by the Superintendent, 
and the cause of important differences found out by comparison of the 
Bjpad-sheet figures with the Treasury Cash Accounts and reported to the 
Comptroller-Ceneral. 

78. — The due date for the despatch of the telegram communicating 
this information to the Comptroller-G-eneral is the 8th of the following 
month, except as regards the telegram for March, when the due date 
is the 11th April. (See entry No. 10 of the List of Eetums). If the 
due date falls on a holiday the telegram should be despatched on the 
preceding working day. 

79. -— The telegram for February due on 8th March is required to bo 
despatched in the following details, and as these details are not given in 
the Treasury Abstract Accounts, the Treasury Account Department wfll 
furnish a statement showing the receipts and expenditure under the heads 
required for the telegiam. The statement should be prepared and made 
over to the Compilation Department a day before the day fixed for deqiatoh. 
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Eempts. 

Land Revenue 
Opium 
*8alt 
Stamps 
Excise 

Provincial Rates 
Oustozns 
Assessed Taxes 


••1 

••• 

■•t 

••• 

••• 


Registration 

Tnbute from Native States 
Other heads 


Total Civil Revenae. 


Civil Debt and Remittance 

Post Office 

Forest and Marine 

Military 

Public Works 

Gaaranteed Railways ... 

Telegraph 

Opening Balance 

Grand Totai^ 


Oharge$, 


Interest ••t ••• 

Opium Expenditure 
Other Civil Expenditure 

Total 


Civil Debt and Remittance 
Post Office 
Forest and Marine 

Military 

Public Works ... 

Gaaranteed Railways 

Telegraph 

Closing Balance 

Grand Total 


Monthly Telegram of Revenue and Expenditure, 

80. — ^The Auditors should make over their Cash Accounts as they are 
received to the Clerk who prepares the telegram which should be despatchedi 
punctually on the 15th of each month, unless it is a holiday, in which 
<5as0 the telegram should be despatched on the preceding working day. 
The Provincial Rates figures which are ilot shown separartely in tha 
Treasury Gash Accounts, should be taken fx’om the Local Fund receipt 
schedules, which should also be made over to the Clerk as they^re received. 

81. *- The Treasury Account Department will prepare ' ninthly a 

statement of Income Tax deductions, and make it over to the Compilation 
Department not later than the 14th, unless it is a holiday, in which case 
it should be prepared and made over the day previous to it. , 

Annual Review of Balances. 


82.— With reference to the above review, which is^subruitted under 
Article 1419 of the Civil Account Code, early in January of each year, 
it should be borne in mind that the paragraphs are to be numbered, that^ 
the name of the Province is to be printed at the head of each page, and 
that the Comptroller-General requires to be kept informed ujp to the 1 5th 
April following of the settlement of all the discrepancies which in the 
review are stated to be under investigation. The Superintendent, Com- 
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pilation Department, will, accordingly, be careful to attend to these points 
and to make the necessary reports expeditiously and within the time 
mentioned. He will draw out a list of unsettled items under reference to 
Officers concerned, and submit it to the Accountant-General along with the ^ 
draft review for approval. As the items are settled, the Comptroller- 
General should be informed of the fact without delay, and the paragraphs 
in the review in which the items are to be found should be invariably 
quoted, agreeably to Article 1422 of the Civil Account Code. 

88. — ^Bach Deputy Commissioner concerned should furnish annually, 
at the close of March, a certificate stating that he had satisfied himself that 
ihe advances for Best Camps were being utilized for the purpose for which 
they were granted, and that they are safe. — [(?. P., jP. P., cvidorsement 

1118 of the Ipril 1908.— Cass €. (?., 

liX)2"03 

84— A report diould be put up to the Accountant-General on the 1st 
of April showing the progress made.— [C. O.’s No. 734, dated 31gt 
July 1 890, and No. 2021, dated 2Brd M^reh 1896.— Case G. Q., .] 

85. — The review should be devoted rather to the statement of the 
result of the verification of the balances than to the erplanation of their 
increase or decrease. Ihe point to which attention should mainly be 
given is, whether the balances at debit end at oedit upon the Ledger 
correc% state the real sums, which, on a settlement of accounts, would 
be found to be realizable or payable by Government. It is not necessarily 
snfilcient to say iihat they agree with the amount which some other Officer 
of Government holds at de^it or at credit; the object is. if possible, 
to carry bacS the verification into some account of, or acknowledgment by, 
the other party to the ti'ansaction.— [G. L, F. D., Res. No. 13 17 A., dated 

, \9t% Masrch 1895.— Case C. (?., 

r o 

86. -*Two copies of reviews of accounts of a general nature, such as re- 
views of balances, reports on Local Funds, &c., should he snbmitfed to the 

Government oi India, Finance and Commerce Department. [G.J., F. D. 

Ko. 4230, dated 9th August 1887.] ’ 

r 

Loans. 

87. — As sooif as an'’ order sanctioning a loan is received in the Office 
from Government, it rfionld he entered in the Subsidiary Loan Register 

•■kept under Article 1403 of the Civil Account Code, and initialM by the 
Superintendent of the Compilation Department. All entries in the subsidiary 
Loan Register bearing upon the terms on which a loan has been granted are 
approved and passed by the Accountanl-General. The amount credited in 



Chap 9. ] 


tJOMPlLATIOir DBPAETMBNT. 


125 • 


T 


the Treasury Gash Account in repayment of an instalment of a loan 
should be shown by the Auditor to the Assistant entrusted with iliis duty, 
who will distribute it under the heads of Principal end Interest. 

88, — The Loan Begister should be filled in immediately after the Gon~ 
solidated Abstracts are compiled^ and sent to the Gsuzetted Officer in charge for 
review. Any default in the payment of the Principal or Interest dionld 
be dealt with as laid down in Article 1414 of the Civil Acconnt Code.— 


[<7a8e Mia. 


4ti 

^ 188248 ' 


] 


89.— With reference to Artiote 1402 of the Civil Acconnt Codei 
which directs that the Acconntant>6eneral should famish the Local 
Government with full mformation to enable it to judge from tame 
to time whether there is a risk of any excess occurring over the 
net amounts allotted annually for loans by the Supreme Government, 
it has been decided that the Compilation Department should bring to 
the notice of the Accountant-General whenever there is a probability 
of a Imge excess in the net outgoings, in order that, if necessary^ 
the fact may be reported to tbe Government of India tbrongb the Loca^ 
Ctevemment. — [G, F. D., No. 621, dated Ith Fehrvmy 1890 . — Case F. 0., 
^Lcmd F, C.’s Gir No, 27, dated I9th May 1890.] 


90.— Interest at 3^ per cent, payable by the Provincial Government to 
the Goverumeut of India on thb mean balance between the balances at tbe 
commencement and the dose of each year, should be adjusted in the final 
accounts for March, but before making the adjustment all transfer entries 
made after the preliminaiy accounts are closed, should be takau into 
account. 


Government Seenrities in Trust Section, 

Charitable Endowmen^js. . 

91, — Under the Resolution by the Government of India ini^the Home 
Department, No. 1569, dated 24th October 1890, the Accountant-General, 
Punjab, has been appointed Treasurer of Charitable Endowments for the 
territories under the Punjab Government. His duties in this capacity ‘ar© 
prescribed in Act VI of 1890, and in the rules under it, which have been 
reprinted as an annexure to Chapter 74 of the* OivA Account Code.— 
[CaseG.I.,^^.] 

Government Securities in Trust * “* 

92, A Register of Securities and other valuables received and des- 

patched is kept, and tbe entries in it are made by the ’Acoountant^Seaanil 
himself. 


126 


OOMHUTION DlPABaailNT. 


[Chap. 9. 


98.— A.11 Government Promissory Notes belonging to the Dispensary 
amd certain other Funds, of ^rhich full particulars will be found in the Stock 
Bolsters maintained in this Office, and at present lodged with the Comp* 
tioUer-Geneial under the provisions of Chapter 11 of the Civil Account 
Code have been recorded in the official designations of the Tnspector- 
Cleneral Civil Hospitals and the Acconptant-General, Punjab. They 

diould not be sold out or surrendered without the previous sanction of the 
liocal Government.— iPIJJ Notij/Jctttiow No. 328, datsd the 11th 

May 188 &, publuhed at foge 297, of FaH I A of the Punjab Government 
Cazette of the 18th ihay 1886.] 

94. — All future investments in Government securities on behalf of 
Dispensaries in this Province shall be in the name of the Local Body, 
District Board or Municipal Committee managing the Dispensary, and shall 
be subject to the restriction indicated above, so far as realization or 
surrender is concerned. The ''notes aggregating Bs. 1,5C0 at present 
standing in the name of the President, Municipal Committee, on account of 
the Mnrree Charitable Dispensary Funds, are also subject to this restric- 
tion.— •[G. P. No. 2439 £., dated SOth Octohher 1888,— Case C, Q., — and 
G. P. No. 922, dated 7 th May 1889 . — Case 0. 0., ^.] 

95. — To enable the Compilation Department to keep the Trust Interest 
Fund Acconnt np to date, the Auditors should make over the dischai^ed 
interest payment orders to the Clerk entrusted with tiie duty immediatdy 
the acconnt is received, for record in the Register kept under Article 1578 

'of the Civil Acconnt Code. 

96. — On tie 1st of each month the Clerk in charge of the Govranment 
' Securities Trust Account should submit to the Accountaut-General a memo- 

nodum showing tiie seenrities received in the Office, bnt not disposed of. 

# ^ 

Cembieby Endowment Account. 

97. — A person desiring to erect a monument in a Government 
Cemetery should snblhit Ms application with a dimensionized drawing and a 
detailed estimate to the Chaplain or other Officer in charge of the Cemetery. 

98. On permi^ion being given to the erection of the TnfmnmBnt. 
the endowment fees will be paid to the Executive Engineer in charge of 
the^Cemetery, who will enter the ^onnt in his Divisional Cash Book as a 
deposit, and remit it to the Treasury for credit to the Civil Department 
under the head ‘'’Cemetery Endowment Fund ” subordinate to the major 
head “ Savings Bank Dqiosits.” 
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99. Ho details will be kept in tbe OfSce of tbe Acconutant-GeDeral 
as regards tbe Cemeteries on aooonnt of wHob the endowments are received, 
snob details being kept in the Office of the Examiner, Public Works 
Acconnts. 

100. The amount at credit of the Fund will bear interest at 

per an n um . This will be calculated by the Accountant-General on th& 
amount at credit of the Fund on the 31st March each year and passed on to 
the credit of the Public Works Department by debit to ‘‘ 14 Interest” through 
the 6nal Exchange Account for distribution among the several Cemeteries to 
which the endowments bebng.—- [G. L, B. D., Notification No. 247, dated 
the 7th Jvm 1901. — Case Mis., 106 of 1901-02.] 

AuTUSTUENT OV EXFENOITafiB os ANTIQDiriSS. 

101. The expenditure against the allotment for the pnrcbase of Anti- 
qnito will be incnrred in the Public Works Department but, after audit 
by the Examiner, Public Works Acconnts, it will be passed on to the 
Comptroller, India Treasuries, for adjustment against the provision made in 
the India Estimates. — [6. L, B. and A. D., Bes. No. 51—61 — 9 of the }9th 
December 1902, received with 6. L, F. D., No. 921 A., dated 28th February 

AniUSTlCEiNT OV VXES VOK SERVICES BEEDEBEO 10 MomCIFAUTIBS BV SaHITAST 

Engikebbs. 

102. The Sanitary Engineer should send to the Examiner, Public 
Works Accounts, copies of all bills for fe^ due by tbe Municipalities and 
others for work done or services rendered by him. The Mniicipalities and 
others will pay the amount into Treasury which will be passed on to the 
Examiner, Public Works Acconnts, for adjustment agaiust-the dues, (C. A* 
0. Vol. II, 4th List of corrections). 
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KTo. 

Ratirre of R-eturn or Report. 

Wben dne. 

17 

Obief Dreads of Revenne * Ct»y 

telegrapb » 

15 #ib 

IS 

JSTet Issues to Military Department 
('by telegraph). 

Do. 

19 

Pnblic W orlrs Department, Receipts 
and Oba> ges (by telegzapb). 

Do. 

20 

Statement of Te'l^grapb STtamps sold 

Do.* 

2T 

Owner's rate credited in Oivil Ac- 
counts. 

Do. 

22 

Payments info freasuries by Oivil 
OflBcers on account of Public 'Wot k:s 
Depax txnent. 

Do. 

23 

Ditto 

Do 

21 

W ater-i a fce Oollections 

20tb 

25 

Statement of Receipts and Ob ax. ges 
of tbe IMint and net Doans by 
G-overnment. 

22nd 


se 

27 

28 

29 

30 

31 

32 

33 

34 . 

35 

33 


Aava.nce Statement of Ol^ar^es on 
acconnt S^xclian^o A-Ocount, Tn.aia- 

ESxcliange Account India 

Interest Statement - - - 


Interest Registers 

Statement of Oebits and Or-edits to 
Military Department. 

Statement of Foreign Remittances — | 1st 

Oivil A.cconnt Do. 

Account Oizrront Rdst OflBce** ... I 3rd 


Do. 

SOtli 

Do. 

Do- 

Do 


Oisti Hontion Statemeixt of Imperial 
and Provincial Revenne and Ex- 
penditure. ** 

Provincial Services Al3stract ^ - 

I Xjoeal E*nnds ,A.l>stract 
Private Secretary's Oliargos ... 


StllL 


Do. 

Do. 


37 


Stli 


To whom sent. 


AntborHy. 


Rbsmauks. 


c. a. 

Da 


G. A. C., Alt. 1540 
Do, 1542 




Do. 

Bxr., Tele Accts. 

Exsbmr , P. W. A.. 
Puojab- 

Ditto 

ESxamr., TJ- P. of 
A^xaand Oadh. 


Do. 1543 


C. A. G , Art. 124« 
aud O. G- No. 993, 
dated 12th Sep- 
tember 1890. 

C. Q. No. 478. dated 
3rd .Tune 1881 

O- G. No. 237, dated 
5th May 1881. 


Ditto 


Examr., P W. A., 
Punjab. 


Ditto 


O. G. 


O. G.’s No. 2238, 
da ted 24tb Janu- 
ary 19ol. 


hOf the month follow- 
I iog that to which the 
I accounts pertain. 

i 







! 


# 

J 


O. I T. 

Do. 

Do. 


Presidency Bank 

A. G , Military 
Department. 

O. G. 

Do. 

Comptroller, Post! 
Oflfice. 

A. G. 


G. P- 

Do- I 

Private Secretary 


A 0 .1 

O.I.T’s. letter No. 86,| 
dated 26tli April 
1901. 

C. A. i\. Art 1138 

Do, 869 

and C. G No. 2204,| 
dated 24th June 
1881. 

C. A.C., Art. 866 
and 867. 

C. A. C. Art. 1223 


Do. 

Do 


1476 

1075 


/ 


l>o. 12.39 

and C. G. No. 1497,| 
dated 8th Decem- 
ber 1890. 

C. A. C., Art. 1,356 


C. A. (\. Art. 1-35.% 
Di frto 

G. P. No. 435, dated 
26 tb Marcb 1874- 


Of tbe second montb 
after that to which 
, the account apper- 
I tains. 


Q 

t*- 



ICo- 


INatare of Refnrii or JS.eporf>. 


Wlieii due. 





38 

Sixcl^ange Acf^OTxnfe Oentral l^roviaices 

lOtH 

... 

39 

' 1^0. 

Bnrma * 

Do. 

... 

40 

Do. 

F. B. and ^asam 

Do. 

... 

41 

Do. 

Bengal * ... ; 

Do. 

... 

42 

Do. 

TJ. P, of Agra and 
^ OndlT. 

Do. • 

... 

43 

Do. 

M!adras ... 

Do. 

... 

44 

Do. 

Bombay ... 

Do. 

... 

45 

liists of Foreign Bills Tssned 

Do. 

... 

46 

Dists of Indian 
sabscripliona, 
Bombay. 

Civil Service Fnnd 
Bengal, Miadras and 

Do. 

... 

47 

Insfs of Indian Civil Sorvio© Family 
Pension Begnlalions. 

Do. 

... 

48 

Liists of Uniled Service Family Pen- 
sion Fnnd. 

Do. 

... 


49 

Diaii of Bengal and Sdadras Service 
Family Pension Fund- 

Do. 

... 

50 

Ljist. of Bengal Olxrisfian Family 
Pen«»jon Fnxid. 

Do. 

-- 

51 

Dist of Hindu Family Annuity Fnnd 

Do. 


525 

liist of Ceneral Family Pension Fnnd 

Do. 


53 

Excliang*^ Account M.ilitary, Fastern 
Command. 

Do. 

... 

54 

Do. Nortbera Command 

I>o- 

... 

55 

Do. Secunderabad Division 

Do- 

... 

56^ 

Do. Burma Division 

Do. 

... 

57 

Do. Western OomznaTid 

Do. 

... 

58 

« • 

Do. Marine Department 

Do.- 

... 

59 

Certified Dist of Indian Military 

Service, F. JIE^ Begnlations, Fastern 
Command. 

Do. 

— 

60 

Do. ^eonnderarbad Division 

Do. 

... 

61 

Do. "Western Command 

Do.^ 

... 

022 

Alilitary Fnnd Sn bso rip tion ^ Diet, 

Fas tern Command. 

Do- . • 

... 

03 

Do. Secunderabad Division 

• 

« • 

Do 

... 



A. Gr. and Oomptr-j C. A. 0-, Art. 90( 
concerned . 


miner, "Pond 
Acoonnfca. 



# 



J 


O. I. T. 

Do. 

959a 

Bixaminer, Pnnd 

Do. 

962 

Accoants. 



Do. 

Do. 

962 

Do. 

Do. 

960 

O. TV!.. A.., O. ... 

O, A. C., Art. 

1138 

Do. jsr. o.... 

Ditto 


Do. Secnnder- 
Hbnd Division. 

Ditto 


i>o. 

Ditto 


Do. W. O. i 

Ditto 


Examiner, Marine 

Ditto 


Accoanhs. 

O. M. A., B. C.... 

O. A. C., Art. 

958 : 
j 

Do. Seonnder- 
abad Divi-'ion. 

Ditto 


O. M. A., W. O. ' 

' Ditto 


Pay Ext'., Fnnd 1 
lAooonnts Oalcutta 

1 

Ditto 


Pay Wxr., Seonn- j 
derabad Division.^ 

Ditto 

f 

J 


after tHat to wliicli 
the acooaiit apper- 
tains. 
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LIST OF OONTUOLLTNG OFFICEKS 




List of Controlling Officers* 

Notes on the Cussieioatton of Retentjb and Receipts in the Diststot Tebastjry 
AccGjNTS. (See (Jhap. 9, Paragraph 38.) 

Note.— (A) signifies tliat the item should he included in the Ti-easury Register and brou^t 
into the Cash Account in a lump sum. ^ i j i! i. 

(B) signifies that the itmes should be entered separately in the Dody of the Cash 

Accounc in full detail. . ^ ^ rxise 

(C) signifies that the item is adjusted in the Accountant-General s Office. ^ 

(D) signifies that full particulars of the item should be given against the printed 

head in the Cash Account. v i. -j 

(E) signifies that details of the item are required in a schedule which should accompany 

the Gash Account. 


Heads. 


Fixed collections (A) . 


Controlling 

Authority. 




Remabss. 


Credit here collections on account of 
fixed demand. 


Fluctuating collections (A) ... 


Inclurl^^s receipts under the following 
jicads : — 


8al^of Government JBistatesC A) 

Sale-proceeds of Waste 
Lands and redemption 
ofL^dTix ^ 

Sale-proceeds of waste lands, includ- 
ing nazrana (A). 


Redemptloa of land tax (A) 


(4),— rempomr}7y excluded from the 
revenue roll. 


Financial 

Commis- 

sioner, 

Funjab, 

and 

Revenue Com* 
missiorer, 
N.-W.F. 
Province. 


(!) Lapsed revenue-free holdings. 

(2) heviftiun of assessments until 

ii:cc*rporated in the fixed re- 
venue roil. 

(3) rrogressivo assessments. 

(4) Aliu\dai assessments in estates 

or parts of estates under 
t'xed t.^sestfnienis. 

(5) Rent ii-om leases of waste lands 

until incorporated in the 
fined rc'^ enue roll. 

(6) Other items. 

{B),^Permonertf^y erefuded from the 
r eve tine roU^ 

(T) Collections from estates held 
under dir-'cL ir.anagement. 

(8) Flcct'i:iun ‘7 abs-^siinent of canal 
irrigated lands. 

(8) Fluctuating assessment of other 
Ian Is. 

(10) Other items. 


The gross receipt should be credited 
to this head : the charges for measure- 
ment being defrayed fj*om deposits 
made for that purpose by intending 
purchaGers, 

J Credit here the income realized under 

para. 50 (5) of Revenue Cir, No. 30, 
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AssessBieDt of alienated landci 
less quit-rent. 

Service GOzmnutatioQs (A) 


Bents, &o.« of Pislieries (A). 
Miscellaneous. 


Mutation fees (A) 


FinaxKuai 
Oommissloner, 
Punjab, and 
Pievenue Gom- 
missloner, N- 
• W.F. 
Provinces. 
Director of , 
Land Hecord<%, 

’ Funjab, and 
Bevenue 
Commissioner, 
N..W. F. 
Province. 


Becovexy of cost of Settlement from 
Assignees of Land Revenue (A). 

Beceipts from Mines, Quarries and 
from Mineral Products in Forests 
and Lands not under the Manage- 
ment of the Forest Department <,A) 

Fines and Forfeitures of Revenue 
Court (A). 

Recoveries on account of Law 
Charges, including those in Eng- 
land on Appeals from India (A). 

Rent of Rail Aay Land, Class B. or 0. 
and Rent -of Buildings situated on 
such lands (A). 

Sale proceeds of trees, grass, &c. (A) 


Recoveries on account of Canal and 
Survey Demarcations (A) and (D). 

Receipts from Tirni (A) 

Do. Sajji ^A) 

ether items (A and B) 


Financial 
Commissioner J 
Punjab, and * 
Revenue 
Commissioner, 
N.-W. F. 
Province. • 


Credit to this head tributes paid in lieu 
I of horses and men formerly supplied 
to the Native Government. 

I License fees paid by contractors should 
be shown here. 


[ Credit here the Government share only. 

The undistosed portion of the pat- 
wiris* share should be credited to 
Revenue Deposits (Accountant-Gene- 
ral's general letters No. 30, dated 
11th November 1897, and No. 47, 
dated 7th March lS9s), 

Cost of settlement operations recovered 
from muafidars and jdgirdirs diould 
be credited to this head. 

Income realized from quarries and 
mineral products in Government 
forests and lands under the manage- 
ment of the Forest Department 
should be credited as Forest Revenue 
and not to this head. Royalties on 
mines and quarries recoverable from 
Department*.! Officers should be re- 
ported to this office of adjustment. 

Credit rent only; the sale proceeds of • 
thelai;idsor bmldmg| or ofthetr^s 
thereon should be created to P. W.« . 
Department. , ^ ^ . 

I Receipts from sale Qf trees, grass, &c., 
on Tcikhs and vaswl lands in charge of ^ 
Deputy Commissioner should be cr^ 
ditedto this head,— iG. P. No. 58A 
’ dated 4th June 1 894— Case La. nrTi-v|)* 
Credit to this head aR sums recoverSd 
. on account of advances made in 

’ connectioa with the and 

xnarcatiou of Kinds commanded by the 
Chendb and Sidhnai Canals. • 

Under the h^d “ Other items should 
be included (D mjikdn. or allo^ 
to excluded proprietors , Interest 

on suspended Land Revenue, i3) 
^nt of Laods leased f « a y w « 
fftr ai^ninsle Aarvest \ and (4) Deduc, 
by thS CoUertor mder 
BnleXLVin, Chapter I of to 
dal CSioolare, Vol. I. ^ ^ 

sales of land alter 

pense^ inenrted m to ooodOBt ol 
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Controlling 

Authority. 



Bevenne Record Boom 
Receipts. 

Fees for inspection of Records (A) 


The head is intended for Revenue 
Courts only. 


fieeord Office Fees (A) 


The fees realized in all Courts, except 
Financial Divisional and Small Cause Courts, 
Cominis* imder Rule 82 (1) of the Punjab Gov- 
sioner, eminent Notification No. 79, dated the 
Punjab, and 1st March 1888, and the Chief Court’s 
Revenue Book Circular No. 111—2378 of 1890, 
Gommis- should be credited^ here. The credits 
sloner, in the oase of the Divisional and fiwMl 
N.-W. F. Cause Courts should be given to the 
Province. Incorporated Local Fund provided for 
the .purpose— see Standing Order No. 
68 . 


Sale-proceeds of waste paper (A) 
MQ^etoeous (A and D) 


II.-OPIUM. 


Iheludes the surplus balance at credit 
of the Judicial Record Fees* Fund 
transferred quarterly by the District 
OfScers. 


price of opium sold in the i 
seise Department (A). | 


IV.-STAMPS, 


Bale of General Stamps. 


One-axma stamps for receipts and| 
cheques (A and E). 

Bills of Exchange o/Hundfs*^(A and 
E). 

rOtiher Genered Stamps (A and £) ... 


of Court-Fee Stamps (A 
and£). 


The credit for the gross sale-pro- 
ceeds should be divided between Opium 
and Excise ; a sum equal to the cost of 
the drug being credited to Oj;num, and 
the balance to Fci^ctse— sec Standing 
Order No. 8. 


1 Inspector- 
General of 
Stamps 

I and Commis- 
sioner of 
Excise, 
Punjab, and 
Revenue 
Commis- 
sioner, 
N.-W. F. 

^ Province, 


The deductions made in the PZ^sand 
Minus Memo, should correspond with 
the credits shown against these heads, 
ses Standing Order Nos. 80 and 31. 
Stamps returned by purchasers as not 
wanted should not be re-issued, but 
should be dealt with as spoilt stamps. 
But those which are taken back from 
a stamp vendor or his heirs may be 
placed in store and le-issued. 


Record Room receipts realized in 
stamps should be credited here. 
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ie of ^aiii p^er to le used 
with Com Fee Stamps 
(AaudE>. 


DutF on impressing documents. 

Duty on unstamped paper (A) 

Ihiiy on insufficiently stamped paper 

Duty on debentures compounded (A) 

Other items (A and D) 

Fines and penalties (A) 


Controlling 

Authority. 


Chief Court, 
Punjab, 
and Judidtd 
Oonunis* 
sioner, 
N.-W. P. 
Province. 


]jlEi8celIaneou& 

Adjudication Fees (A) 


Other items (A and 3>) 

Cash recoveries of previous years 
(A, D and F). 

V.-EXCISK 

Xleense an£ Distillery Fees 
and Duties for the Sale of 
Liquors and Drugs. 

License lees (A) 


Inspector. 
General of 
Stamps and 
Commis. 
sioner of 
Excise, 
Punjab, and 
Revenue 
Commis. 
sioner, 
N.-W.F. 
province. 


Distillery fees*(A) 

Still.head duly ^A) ... ••• 

Opium license fees (A) •• 

Farm of other Drugs (A) •c» I I 

Acreage on land cultivated with the 
poppy (A). ^ 



Credit here the sale-proceeds of the 
► paper sold under Judicial Cir. Sectioa 
XYII, page 8a* Volume UL 

Includes duty for impressing doeu 
ments. Credit here the duty oi^. 


The duty levied under Section 8 of 
the Stamp Act 1 of 1879 should be 
credited here. 


Penalties under the Stamp Act I of 
1878, do not all go to the same head ; 
those levied by Courts under Chapter 
IV (Documents unstamped or insuffi- 
ciently stamped) go to stamps ; the 
amount of the duty, to the minor head 
Dufy on iwjpreasmg documenia ; the 
penalty, to Fines md Penalties ; those 
levied under Chapter Vm (Criminal 
Penalities'), to Law and JnsHcesee 
para 2 of Standing Order No. 8. 


Pees levied under Section 30 of the 
Stamp Act I of 1879 should be shown 
against this head. 

Cash recoveries in pauper suit, 
should go to Court Fees resized in casl 
under XF/ A , — Law and JusHce, ^ 


Credit to* this head fees for license 
to sell wholesale or retail# spirijious 
liquors of nativh .or foreign manu* 
facture. , . ^ 

Credit to this head fees for perpuasioi 
to work distillerie# on any system. 

All payments according to tm 

quantity manufactured and temovec 

for sale. . , ^ * 

Credit ‘to Jhis he^ fees on lewes oa 
licenses for^wholesfle and retail venc 
of opium. 

Fees on leases or licenses for reto 
vend of hemp drugs ^hang, ch.ro*, «e., 
Should he shewn agwnst this h^ 
Acreage duty on poppy culfaraBOB 
should he credSted to^this head. 
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Tnuuit on Bxcise 
0]^am. 


Controlling 

Author!^. 


Remakes. 


The duty of Bs. 210 leviable on eacl 
chest of M^lwa opium imported into 
the Punjab ihrougli Ajmere should be 
shoTO here cG. I. Notification No. 
1546, dated the 22nd March 1889, 
published at page 174 of the G. L 
Gazette, Part I, dated the 23rd March 
1889). 


Oain on sale-proceeds of 
Excise Opium (A) 

Sa>te-proc6eds of Confiscated 
Opium* 


The profit on the sale of Excise opium 
obtained from Benures should be cre- 
dited here— Standing Order No>. 8. 


Pines, Confiscations and Mis- 
cellaneous. 


Fines and Confiscations (Ai 


Proceedb of fines and confiscations 
shoald be credited toXVIA.^Laws af,d 
Justice, when realized by Judicial 
Ofhcers, and to 1 tcjoe when imposed 
for the breach of my fiscal law re- 
alized by Revenue Olticers. 


Other items (A and D) 


Ccmmlssion* 
er of FiXcWc 
r Punjab, and 
Re^^enue 
Commiesion- 
er, N.-W. F. 
Province. 


Includes : (1) Sale-proceeds of fruit 
trees, &c, Tdihin the E:.cise Office 
compound if realized by h-xcise 
Officers ; ^2) sale-prcceeds of locks 
if sold by tho E:.c3bO Depai’tment; 
(3^ sale-proceeds of distilleiy sheds 
and buildings if the sales are 
eiTected under orders of the Excise 
Department ; (4) sale-proceeds of 

measuring glasses and old furniture; 
(5) sale-proceeds of old stores and 
materials of distillery buildings, if the 
sales are effected under orders of the 
Excise Department ; (G) rent of 

Gania-gola in the Excise Office com- 
pound ; (7) rent of godowns ; (8) 
rent of distillery land ; and (9) 
godown hire if the godown rent is 
realized by the Excise Department. 


The sale-proceeds of opium boxes 
and their gmmy coverings should be 
taken toXXr,— as it is 
not always practicable to distinguish 
i them from other boxes and iheir 

• • ii - x: j 
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Heads 



Resubss. 


VI.-^PB07INCIAL RATES. 

Bates and Cesses on Lands. 
•Jth Local Rate under Act XX of 
1883 (A). 


Rales levied for the 
of Wards’ estates (A). 


Vm.— ASSESSED TAXES. 

Ineome Tax. 

Deductions by Govermnent from 
salaries and pensions (c).' 

Deductions by Government from in- 
terest on Government securities 
tC). 


Financial 
C ommis- 
si oner, 
Punjab, and 
Revenue 
Commis- 
sioner, N.- W. 
F. Province, 




} None. 


The distribution between provincial 
and Local should be made in Trea- 
sury Accounts, i.e., the total receipts 
for the month should be shown in 
Cash Account in the proportions of ith 
and |ths under Provincial and Local 
respectively. 

The local rate realized from lands 
irrigated by the Sidhnai Canal should 
be credited to Government and the 
District Fund in the same proportions 
as above.— (G. P. No. 28, dated lie 

10th July 1891.— 

Local Rato paid into a Treasury, oier 
than that in which it is due, should 
remitted to the district concerned by 
Remittance Transfer Receipt on pay- 
ment of primium at the rates given 
in Article 143 (18> of the Civii 
Account Code, Volume I, when the 
amount to be remitted exceeds 
B&. 150 Remittances of Rs. 150 zsxd 
under should be managed by the rato- 
payers themsdves without the inter- 
vention of the Treasury Establish, 
ments — F, C's No, 7067, dated l9th 

November 1892 — (Case D, F, 

G. P. No. 28, dated lOth July 189L 

The cess varies and fixed by the* 
Financial Commissioner under the 
authority of the Punjab Govermnent 
— G. P. Notification No. 1122, 
dated 23rd July 3873 (G. P. Qatctte, 
dated 7th August 1873, page 490). 
It is intended to cover the cost jf 
management, &c., the expenditure on 
which is charged uj|der ** 3— La«d 
Revem.e'* . • 


The receipts are seldom credited in 
the Treasurj Accounts as they are 
deducted from the •payment vouchers. 
Should, however, such receipts be paid 
in cash, they should be shown in full 
detail in the Cash Accoxmt. JITImn 
such receipts are received from the 
Public Worhs and the other Depait- 
menls mentioifed in para. 3 of Standing 
Order No. 10, they should be dealt 
with as directed therein. 
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Heads. 


Controlling 

Authority. 


Ebhabxs. 


Deductions by Government from in- ^ 
terest on other securities (A). ^ 
Deductions from salaries and pensions 
paid by locsd Funds. (A). 

Tax on profits of Companies A) ... 

Tax on salaries paid by private j 
persons (A). 

Tax on other sources of income (A)..: 
Fines and pensdties (A) 

Miscellaneous (A and 


X.— REGISTRATION. 

Fees for Registering Documents. 


The tax levied upon debentures, &c., 
should be credited here 
Deductions made from the salaries, 
&c., paid by Local Funds should be en- 
tered against this head. For further 
particulars, see Standing order No. \ 1. 
This head is intended to show receipts 
realized under Section 12 (2> ofthet 
Income Tax Act IT of IHS6. 

Represents deductions made from per- 
sons employed by private firms. See 
Standing order No. 11. 

Credit here the revenue realized under 
Part TV, Schedule II, appended to 
Act II of 1S86. 

Recoveries of fines inflicted under 
the Iticome Tax Act should be ex- 
hibited here. 

This head is intended for the accom- 
modation of receipts which do not 
M under any of the other heads. 
Nofe.—An actual remittance is not 
necessary in the case of Income Tax 
realized in a district other than that 
in which it was due, but a note of the 
amount and district should always ho 
made in the quarterly statement sent 
to the Financial Commissioner.-- 
General letter No. 12S, dated the 7th 
December 1S&9.— (Case R. P. 6 of 
1889.) 


Financial 
Commiss- 
ioner, Punjab, 
and Revenue 
Commis- 
sioner, N. W. 
F. Province 


Fess for registering Joint Stock Com- ^ 
panies (A). , I 


Credit here fees realized imder Act 
VI of 18b2. 


Fees for re^stering other documents 
(A). 

Fees for Copies of Registered 
« Documents (A). 

t • 

Miyellaneous. 

Fees for searching recofds (Al 


MisodUaneous (A and Dl. 


k * Includes : (1) fees on registration affect- 

ing immovable property; [2) fees 
on registration affecting moveable 
property ; (S) fees on registration of 
wills ; and (■!:> fees on registration of 
written authorities to adopt other 
than those conferred by will 


1 0 

Inspector- 
General of 
• Re^stra- 
tion, Punjab, 
and Revenue 
Commissioner, 
N.-W.F. 
Province. 

I • 


I 


For rates, se^ table of fees printed 
as Appendix in to the Punjab Regis- 
tration Manual. 

Includes : (1) fees for authentica- 
tion of pouers of attorney; ^2) fees 
on deposit of covers containing uills ; 
(3) fees on withdraw al of sealed covers 
containing wills ; (4) fees for opening 
sealed covers containing wills ; (5) 
fees on filing translations ; (^6) ^es ; 
(7) fees on commissions issued ; (8) 
fees on visits paid ; (9 extra fees for 
registrations by Registrars; (10) fees 
for inspection of books and indices ; 
and (11) other miscellaneous receipts. 
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XI— TRIBUTES FROM NATIVE 
STATES 


Do. 

Kapurthalla (A). 

Do. 

Mandi (A). 

Do. 

Sukaith (A). 

Do. 

various petty 


States (A). 


Fees on enccession to Native States Financial 
/ A \ Conunis. 

^ I sioner, 

Punjab. 


The sums realizable are fixed by 
treaty or engagement in each case. 
The State from which the sum is 
realized, and the period for which 
recovered should be invariably men- 
tioned in the Gash Account. 

Whenever these fees are credited, the 
name of the Chief or State together 
with the amount received from it on 
any previous occasion and the year 
in wMch it was paid, should be stated 
against the entry in the Cash Ac- 
count. 


B.-INTERE8T. j> 

XII,— INTEREST. j 

Interest on loans to Mnnicipal ' 

and ^ler Public Corporatoons 1 

(excluding Presidency Cor- 
porations)* 

To Muiiicipaiitm. 

Simla Municipality. 

Lahore do, 

Peshawar do. . . vi i 

Edwardesabad MunioipaUty. 

Dera Gh4zi Khan do. 

Delhi Municipality. 

Interest on loans^to Lan^ 
holders and other Notahuities. 


Pardonlars should he ^ven m fte 
Cash Account of the nature of W 
lo^ and for whatiperiod interest has 
received. 


On Temporary Loans (B). 


On other items (B). 

Interesfon advances to Culti- 
vators* 

On loans under the Land Improv- I 

ment Act, XIX of 1883(C). 

On loans unto «« 

Loans Act, XII of 18«4 (0). 


Financial 
Commis- 
sioner, Pun- 
jab, and 
\ Revenue 
I Commis- 
I sioner, N.-W. 
I F. Province. 


To avoid errors of “ 

this and District Offices, it has be^ 
arranaed that the entire repayments 
of these loans should, in the first m- 
stance, be creditedX?® 

I “ Prindpal) " *ud that the amount^ 
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realized on acconni of interest shoidd 
be adjusted quarterly by this office by 
a transfer debit to the loan concerned 
and credit to “ Interest.’ To carry 
out this arrangement, it is necessary 
that no entries should bo made agamst 
these heads by the Treasury, but thaf 
the whole sum received should be 
shown against the special heads given 
on page 141. 

At the close of each quarter, a st ate- 
ment is prepared by the Accountant- 
General and forwarded to each 
Deputy Commissioner, and on its 
return to this office, duly completed, 
the necessary ajustment is made, tho 
Treasury Officer being requested at 
the same time to alter his Pluh and 
Minus Memorandum for the quarter 
concerned by the amount of interest 
transferred away from the Imad 
“ Loans'' In the case of the quarter 
ending 31st March, the Accountant- 
General will fill in the columns 2 to « 
for January and February only and 
Tvill send the statement to the Deputy 
Commissionors in March. Deputy 
Commissioners will themselves 
the figures for March in all the 
colums and return the statement to 
Accountant-General as early in April 
as possible. — [F. CJs Oir, No, 27, 
dated im May 1890, rule 23]. 


Interest on arrears of 
Bevenne (A). 


Gommr., 
r Punjab* 

} and Revenue 
1 Commr., 

J N.-W. F. 

Province. 


The contribution realized to compensate 
the Public Treasmy for the cost of 
favourable interest paid to the fund on 
behalf of subscribers is credited to 
this head. 


Percentage from Subscribers 
to ^ncovCnanted Service 
Family Pension Fund under 
Article 841 of the Civil Service 
Regulations OD). 

Interest on Government 
« Securities. 

Education Department (A&D) ... 

Medical do do. 

IffiisceJlaneCus. 

On the unpaid portion of purchase- 
money of waste lands (A&D). ^ 

On the unpaid portion of commutation 
^of the claim of Government to 
Land Tax \A&D). 

On other accounts (A & D). 


i- None. 


Financial 

Commis- 

sioner, 

# Punjab, 
and Revenue 
Commr., 
N.-W. F. 
Province 


The interest reahzed on Government 
Securities belonging to endow m(mts 
of an Educational or Medical Institu- 
tion should be shown here. 


Includes interest on aiTears of Forest 
Revenue. 
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Heads. 


GontroHiag 

Authority. 


Emm 


D.— RECEIPTS BY CIVIL 
DEPARTMENTS. 


XVIA.-LAW AND JUSTICE-- 
COURTS OF LAW. 

LVLB-PROr'EEPS OF UNCLAIMED 
IND ESCHEATED PROPERTY (A). 


None. 


A monthly statement of the sum 
realized by each Court should be sent 
to the Aecountant-Qeaeral. 


Court«f668» realized in cash. 


?roce8s-sorvcr8* fees (,A) 
aecoveries on account of pauper suits 
tA). 

Dther items (A & D) 


Inspector- 
* General of 
‘ Stamps, &c., 
. Punjab, 
and Revenue 
Commr., 
N-W. F. 
Province. 


Fees realized from petiUon.writers on 
account of the grant of a duplicate 
Hcense certificate should be credited 
against this head.— [Oose 


General Fees. Ernes andEor* ^ 
feitnres. { 

I 

Fees levied by Chief Court (A> ... 1 

Fees levied by Subordinate Civil ‘ 
Courts (A). j 

Magisterial fines (A> •• 


Other gener^d fees, fines and for- 
feitures (A) 


See remarks above against Sak^prtu 
ceeds of vnclaimed and escheated pro- 
perty, Fines imposed by a District 
Superintendent of Police acting ma- 
gisterially, and all fines imposed by 
Judicial Officers should be taken to 
this head, thou^ rewards go against 
the revenue bead on whose prosecu- 
tion the fine is imposed. Fines, which 
under competent authority, are credit- 
ed to Municipal or other Local Funds 
should be given to thsFund concern-^ 
ed— see Standing Order No. 6. 

• Includes fines realized under Section 
47 of the Punjab Frontier Crimes 
Begolations of iSftT, A statement 
showing the particulars of the credits 
to this head should always accompai^ 
the •Cash Accouift. The statement 
should be in the pi^oribed^Form A. 
F, No. 28. ganitary fines should also 

* be taken to this head, and not to 
ZX.-lfedieaL 


MiscellaneoiLS fees and fines- 


Fees received by Government Officers 
under Act XXVI of 1881 for acting 
as Notaries Public (A). 


' The net collections should be credited 
here. Government servants appointed 
Notaries Public, under AetXlSiVI^of 
1881, should defray all legjfi expenses 
incurred by tjem in the discharge of 
their duties as such Notaries Public 
out of the fees received by them. 
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dh 


Heads. 


Miscellaneous. 


Other items (A and D). 


XVI B.-LAW AND JUSTICE- 
JAILS. 

Hire of convicts (A) 

Hecoveries of transportation and Jails 
charges recovered from Native State 
(A andC). 

Miscellaneous (A and D) 


Jail Manufacture. 

Proceeds of articles manufactured at 
Jails (A). 


Miscellaneous (A and D) 


xvn.— POLICE. 

. Police supplied to Municipali 
Cantonment and Town 
Funds. 

Recoveries on account of Police 
supplied to Municipalities (A and 
D). 

Recoveries on account of Police sup- 
plied to Cantorm/ents (A and I>)F 


Police supplied to Pi^lic De- 
partments, Private Com* 
c panics and Persons. 

Police supplied to Public Depart- 
ments (A). 

Police supplied to PHvate Persons (A). 
Recoveries on account of Punitive 
Police (A and D,. 

* - j 

Recoveries on account of 1 

Village Police. - I 

Recoveries on account of village i 
f choulddars (A). ; 


BsacaaES. 


Includes ; (1) value of convict labour 
realized in cash, and (.2) adjusted by 
transfer in the Accountant-GeneraPs 
Office. 


Under this head should be credited the 
gross selling price of articles manu- 
factured in a Jail, and payments 
received for work done in it ; but 
receipts on account of Jail presses, 
which are creditable to XZffr.— 
Stationery and Printing ^ should not be 
shown here. 


Includes recoveries on account of 
clothing, &c. The Treasury Officer’s 
duty in connection with the recover- 
ies of tho suras creditable to these 
heads will be found in Standins 
Order No. 16. 


Controlling 

Authority. 


None. 


Inspector- 

General 

of 

Prisons, 
Punjab, and 
Admin^ 
trative 
Medical 
’ Officer, 
N.-W.P.P. 


None. 


Inspector. 

General 

of 

T*olice, 

Punjab, 

and 

N.-W. F. P. 


ust m (xmaonmo offioibs. 





Cash Eeceipts tmaer the Arms 
Act (A) 


Fees, fijies and Forfeitures. 
Few, to®® endfortotaie* (A) 


•\ inspeotor ' ") 
General t 
1 of ( 

j. Police, ^ 
pimial), and 
1S.-W.F. 
Province. 


_ ^ »*vi. , 

to tie liead “ Stampy’' ^ow^ “ 
fines and confiscations ^i^d be 

^tedtoOTA-Uw ^d 

when realized by Judical Officers 
S^to XVn.-Poli«;e, vrhen 
by the PoUce Deparbaent-HO. ^ 
No. 915, dated (he 6|hSep(a»l«r 1892- 
Case D. 1* tItft* J 

IhdndeaiO) GemUing fee®, and 2 

Infanticide receipts. 


The licence fee levi^ of 

Wa^oreSfto Government, 
. u iu^ here* 


(Cattle Trespass Act I ef 1871.) 
Fines on stray cattle <A) 


CoiDiniS’ 
sioners, 
Punjab, and 
Bevenue 

I 


Thi® head 

nt finea realuad from pomos , 


'n.-w.f. 

ProTince. 


Miscellaneous (A and U) 

Superanauatioa Eeceipts. 

°CompS“ 

and Persons (A). 

ttigoeUaneous. 

jliaceUaneonaCAandD) 


None, 


»■ 

06’®®^ .i.^wv-wds *01 imponndy , 
The net in deposit for 

i so cWto 

1-“ ^ 

credited here. 

a J 'Provinmal Cattle Pc^d 
Mt crediteWe to ti« two 

preceding ^ ,T" . • 

Oonteilmtiona p^iM 


Inspector- 

General 

of 

Police, 

Punjab,^ 

IJ.-W. F. 
Province. 


Inol,d. 

^ 4 -^ ItnflTeS. 


A®*®® “‘^^nt^one^tTorclnano 

losses or d«^ PoHce Depart 
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Heads. 


XIX.-EDUCATION. 


Controlling 

Authoritf. 


Bemabes. 


Fees, Governmeut Colleges— ^ 
General (A). 

Fees, Schools, General 

Secondary Schools (A). 

Primary Schools (A\ 

Contributions. i 


Fees realized from Colleges maintained 
at the expense of Government should 
be shown here. 

# 

For fees, including receipts of Board- 
ing schools, realized in schools main- 
tained by Provincial Revenues. 


From Native States and private per- 
sons (A). 

From Municipalities (A). 

Income from Endowments 
(A). 


Hiscellaneoas. 

Sale-proceeds of books (A). 
Education Tress receipts (A). 


Director of 
Public 
Instruction, 
Punjab, and 
Inspector 
General 
, of Education, 
N..W. F. 

I Province. 


Interest realized on Government securi- 
ties should be shown under X/f.— 
Iniertst, but all other income such as 
rent of lands, &c., should be credited 
to this head. The capital value of the 
endowments will not of course appear 
in the Accounts at all. 


Miscellaneous (A and Dv 


XX,--MEDIC.VL. 


MedicaPCollege Fees ( a ). 

r 

Hospital Beceipts ( > )• 
Lanatic Asylum Beceipts. 

ft ^ 

Receipt fronfpajing patients (A). 
Sale-proceeds of mainrlactm*es (A), 


J 


Iiji^pector-Gene- 
* ral of Civil 
Hospitals, 
Punjab, and 
Administrative 
Medical Officer, 

, N.-W. F. 

Province. 


These receipts are credited at Lahore 
only. 

Includes receipts from paying patients 
and Lock Hospital receipts. 


1 Sums realized from the relatives of 
I lunatics ; and the earnings of the 
latter. 


Contributions from Municipal Funds j 
(AandD) - - 1 

Contributions ^Ironi Cantonment f 
Funds ^ A and 1>). j 

O'Dier receipts (A and D). ... i 


Medicines sold by Civil 
Surgeons (A). 


None, 


f 


L G. of Civil 
Hospitals, 
Punjab, and 
Aduamstrative 
Medical Officer, 
N.-W. r. 
Province, 


The contribution recoverable from 
these funds are communicated annu- 
ally to Treasury Officers, and the 
sums should be realized and credited 
as early as practicable. 
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• 1 

HcdtU 

Controlling 

Authority. 

Eeiobxs. 

< Conti ibutions. 

By Muiiieipaiilu.- towanls maiuton- 
anco t>f Pidicc HiKpisaK •Sr I)^, i . 

By CaiUouiiu'utb tHuard-* mainlen- 1 
aiu*e of Poiieo If It d- A A: * I 

J The nature of these receipts is ^ven, 
f and the duty of the Treasury Officer 
C in connection with them laid down 
in Standing Order No. 16 . 


Mimiciiaiilii's l«* Lahore Motlieal 
College 


Ifiscellaneous. 

Fees on water analysis 


Sanitary fees 


Other receipts (A and r>) 


“* f 

I 


I 


I 

I 


Xunc. 


The contributions guaranteed by cer- 
tain Municipalities towards the en- 
largement of tho Lahore Medical 
College should he shown here. A 
list of these contributions will be 
found in Appendix Q, 


I. G of Civil I 
Hospitals, I 
Punjab, I 
and Admi- 
nistrative 
Medical 
Officer, 
R-W. F. 
Province. 


Sanitary fines should in future be 
credited under XVI A,-— Law and 
Justice, 


XXI-SCIE5JTIFIC AND OTHER 
MINOK DEPAPvTMENlU 

Botanical and other Pahlic 
Garden Eeceipts. 
Subscriptions and receipts on account 
of Agri-Horticidtural (wardens (AK 
Subscriptions and receipts on account 
of other gardens 


I Dkeetor of 
j Land Records 
I and Conmu’s , 

] Punjab, and 
» Revenue 
I Commr., 
N.-W. F. 
j Province. 


Eeceipts on account of Experi- 
' mental Gnltivation. 
Income fi*om Bruceahad Farm (A) 


Commissioners, 
Punjab, and 
Revenue 
I Oommr , 

I N AV. F. 
Province. 


The receipts are realized in the Dera 
Ghazi Khan District only, • 


Eeceipts on account of Public 
Exhibitions and Fairs. 
Fees from Horse Fairs (A) 


Director of 
Land Kecurdb 
Punjab, and 
Revenue 
Commr., 
N-W.F. 
Province 


, Income derived from Fairs olher 
J than tho&e under the control of local 
bodies^hould^e shewn here. 


¥ 


Do. other Fairs cAi 
Contributions by Municipalities for 
transfer of Cattle Fairs (A & D). 


Do. 

None. 


The annual conlriCution of Rs 5,300 
lecoverod from the Amritbar Munici- 
pality should be credited to this head 
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LIST OF OONTBOLLING OFFIUEJRS- 


Heads. 


Controlling 

Authority. 


Keharrs. 


Emigration Fees (A). 
EzaminatioE Fees (A and D). 
ICisceUaneous. 
Miscellaneous (A and D). 


None. 


■^Commis- 
sioners, Pun- 
! jab,andReve■ 
' nue Conunis-* 

I sioner.N.'W. 
J P. Province. 


Fees in examiaations, other than those 
coining under the heads of “ Law and 
Justice” and Education,” should 
be credited to this head, vide note 
60 on page 667 of the Civil Account » 
Code. 


E.-.MISCELLANEOUS. 


XXn.~RECEIPTS-IN.Air) OF 
SUPERANNUATION. 


Contributions for Pensions 
and Gratuities 


Contributions of Officers lent to Mu- 
nidpalities or Corporations (A). j 

CSontributions of persons employed by j 
the Court of Wards (A). -I 


Contributions of Officers lent, to other 
Foreign Service (A). 


None. 


Annuity deductions of members of 
the Covenanted Civil Service lent 
to Native States, &c., for short 
tei*ms, &c. (A). 

Miscellaneous (A and D). J 


/ The name of the Officer on uhose ac- 
count the contribution is received, 
together with the date and the period 
for which paid, should always be 
noted in the Cash Account. In the 
case of oflheers making payment for 
the hi'st time, it is essential that the 
number and date of the Government 
' order authorizing the transfer should 
be quoted in the Cash Account. 


XXni.-STATIONERY AND 

PRINTING. I 


Cost of Stationery supplied from 
CentpL Stores to Imperial STate 
Railways (A adfl D), 

• 

Sale-proceeds of Stationery recovered 
from Local Funds and other Bodies 
(A and D). 

m 

Cost of Stationeiy supplied from 
Central Stores to Provincial State 
Railways (A and^). ^ ^ 


[ Conti oher 
of Station - 
I erj’, Cal- 
I cutta 


j 


( The cost of Stationery realized in cash 
I should be credited here (C. No, 

I 2H>6, (latbd the 25/h Match 1880, C/Jsc, 
G, I„ 4 oj JShO.) It may be useful to 
consult Standing Cider No. 90 in 
this connection, 

;i 


^ stationery Receipts. 

Sale-proceeds of stationery (A). 


# ' 

None. The sale-proceeds of boxes in which 
stationeiy is supplied from the Cen- 
j tral Stores at Calcutta should be 
' shown undei XXT- MibcelluTeoui^. 
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HcaJs. * 1 

i Controlling 
Authority. 


Sale-proccetls of Stationery by Secre- 
tariat Prebs 


r 

Sale of Gazettes and other 

P ublicatlons. i 

« 

Subscription to English Gazettes (.A). 

To. b> Urdu do. {A>, 

Advertisements <,A). 

Sale of Gazettes <,A). 

Chief Secre- 
tary to Gov- 
ernment, 
Punjab. 

These receipts are practically realized 

1 at Lahore only. 

Sale of other publications (A). 

J 


Other Press Receipts -Imperial. 



Cost of printed works recovered from 
State Railways, Imperial (A and D). 



Other Press Receipts. 

‘ None. 


Cost of printed work recovered from 
State Railways, Provincial (A 
and D). 

J 


Cash recoveries on account of printed 
work performed by Jail Presses for 
Local Bodies and individuals ( A 
and D). 

Inspector- 
General of 
Prisiotts, 
Punjab, and 
Administrative 
Medical Officer, 
N..W. F. ' 
Province. 


Cost of service books recovered (A). 

Cash recoveries on account of printed 
work performed by other Presses 
for Local Bodies and individuals 
^A and B). 

}■ None. 

j 

The price of these books is one anna a 
Copy,— See Standing Order No. 19. * 

Cost of printed work performed for 
Public Departments by Jail Presses 
(A and 0). 

i 

Inspector- 
General of 
Prisions'. • 
Punjab and 
Administrative 
dedical Officer 
N.W F. 
Province. 


Printing execute 1 for Public Depart- ' 
ments by Secretariat Press A 
and O'. 

Miscellaneous receipts of Secretariat 
Press (A and D). > 

) Chief Seore- 
1 taryto Gov- 
L emment, 
Punjab 


Miscellaneous (A and D). 

None. 
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LIST OP OONTBOLLINQ OFPIOEBS. 


Controlling 

Authority. 


BEll.iSKS. 


XXV.— MISOBLLANEOUS. 

Premium on Bills (A)'. 
Unclaimed Deposits. 


\ 

I 


I 


Includes premium on land-revenue 
of one district paid in another, and 
payments by a Branch Bank for per- 
mission to take over a sui*plus which 
otherwise would be removed by bills^^ 
or specie remittance. 


Unclaimed Deposits (0) 


Unclaimed Currency Notes (C) 


None. 


On receipt of the statement prescribed 
by Rule II, Chapter 14 of the Civil 
Account Code, the necessary adjustment 
wBl be made in the Accountant-Gener- 
al’s Office. The amount reported as 
lapsed should be deducted from the Pins 
and Minns Memoranda for March. 


The value of unclaimed Cun*ency 
Notes is shown here by the Accoimtant- 
General (C, G.’s No. 1114, dated the 1st 
October ls90-~Case C. G., 53 of 1890), 


Treasure Trove (A) 


Commissioners, 
Punjab, and 
Revenue 
Commissioner 
N.-W. P. 
Province. 


Credit here the income realized under 
Act VI of 1878. The Indian Treasure 
Trove Act. 


Unclaimed Sills of Exchange 
of more than three vears^ 
standing-imperial. 


Lapsed Transfer Receipts, 
Department (C). 


Civil 


}►♦ • None. 


This head receives credits by transfer 
only. 


S^e-proceeds of»Darhar Presents! 




Sale of old Stores andTMaterials. 

r 

r 

m 

Sale of old Stores and Materials 
(A dhd D). 


Commis- 
I sioners, 

' }• Punjab, 
and Revenue 
Commissioner, 
I ^.-W. F. 

J Province. 


Sale pioceeds of old stores and 
materials should be credited to the 
Department to which they belong If 
there is no corresponding receipt head 
for an Office ox Department, the 
amounts are credited to this head : hut 
see remarks against the head Other 
/terns luider P.— Facile. 




Sale proceeds ol Stationery Loses, 
(A). 


e 


^ Do, hut in the 
I case of the 
{ Secretariat 
Press, the 
' CMefSecre. 

^ tary to Gov- 
ernment, 
Punjab, and 
N.-W. F. « 

) Province. 


See remarks against the head Sale- 
pioceeds oj Stationery under XXIII . — 
Stationei ij and Printing. 


list Of OONTBOIIilSG OfPIOEBS. 


I6ff 


Head. 


CoubroUmg 

Authority. 


Beiubes. 


&c. (A). 
Coatril)utiott (A & !»• 


rents. 


sto^s 


h 

Conmiis- 
sionen 
Punjab, and 
^ Reyenue 
1 1 Coniimsaioner,| 
N.-W.F. 
Province. 

IJ 


Contributions recovered from Pisttic*. 
Funds should not be shown here. 


Credit here the ineome reaUz^ from 

staging_bim^ows 

■Rodiea. 


BecoveriM on '}■ None, 

properties (Stagi“S » j 


properties 

(,A and D). 


wngA^anootis EfiWi Finos 
Sad Forfeitures. 

MarriagB fees (A)- 
Burial fees (A). 

- -...fto / A \ 


Commis- 
sioners, 
Punjab, and 
Kevenue 


l^lhould be credited to this head- 


ofl890CAl. 

Fees stamping 
meaanres (A) 


weights and 


N,-W. F. 
Province. 


compounds i,A). 

Other items (A and 

liiseeiUaneoos. 

Toll fees on 

“"I” 

suits tA). 


None. 


Includes fees fer copies of «ei«nc*“s-. 

Theheadisr^rvedtorextraoJdlimry 

items, Imperial- 

• ^ 


j Commis- 
j sioners^ 

[ Punjab, and 
^ Revenue 

F. 


CoUectedatPeshiwaronly. 
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LIST OF OONTBOUilNG OFFIOBES. 


. - . 

Heads. 

Controlling 

Authority. 

Rsmares. 

Recoyeries from Local Funds towards 
cost of Controlling and Account 
Offices (A and D), 

1 

1 

1 

^ None. 

Contributions paid by Municipal Funds 
towards the cost of the Establishments 
j riiaintained in the Commissioner’s and 
District OfBces should be credited to 
j this head. Full particulars regarding! 
1 the names of the Local Bodies, as well 
as the period for which the recovery 
is made, should be given in the Cash 
Account. 

Recoveries for audit of Municipal 
Accounts <A and D)« 

J 

No recoveries are made at present. 

Dther items (A and D) 

Commissioners, 
Punjab, and 
Revenue 
Commissioner, 
N..W. F. 
Province. 

Recoveries on account of Departments 
which have no answering receipt- 
head should be credited to this head. 

J.~IREIGATI0N. 



XXIX.-MAJOR WORKS. 



Direct Beceipts— Imperial. 

1 

1 


)wner’8 rate (A) 

• 

• 

:xx.— MINOR WORKS AND 

" NAVIOATION IN (CHARGE 
OF CIVIL OFFIOE&g. 

1 

r 

r 

r 

Financial 
Commissioner, 
Punjab, and 
Revenue 
^ Commissioner, 
N.-W. F. 
Province, 

Credit here the rate imposed on the 
proprietors of land over and above the 
regular Land Revenue Assistant, in 
consideration of the increased rental 
which accrues to them by reason of 
canal irrigation. The owner’s rate 
realized on the Agra Canal should be 
shown distinctly as the amount is 
not credited to this head, but to the 
North-Western provinces and Oudh 
Government. 

anal Overseer’s cess (Kohat and 
Peshawar only) (A), • • 

ocal Canal cess (Sh4hpur) (A), 

^ r 

liah Nahr Canal (HoshUrpur) (A). 

f 

J 

♦ • 

1 

1 

1 ' 

1 

1 

1 

The income derived from the Mirab cess 
should be shown against this head. 
Credit to this head the income derived 
from the Shahpur station and Saliiw^l 
Canals, which are portions of the 
Raniwah Canal. 

Credit here the income derived from the 
Occupiers' rate : the proceeds of water- 
advantage or owners* rale sho uldbe 
shown under I, — Land Rei an ue. 





